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PURPOSE  OF 


PROJECTED 


Section  1 
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WORK  PLANS 


WHY  PLAN? 


We  plan  in  order  to  accomplish  any  type  of  task.  But  to  what  degree  do  we  plan?  For  how  long? 
How  formal  should  we  be? 

The  task  and  situation  dictate  the  answers  to  these  questions.  Some  things  require  only  a 
short  time  — an  hour,  a day,  or  a week.  Most  of  the  important  functions  of  the  Office  require 
continuing  periods  of  effort  to  complete.  Some  will  never  be  completed!  But,  in  any  case, 
we  need  some  uniform  format  for  our  planning. 

Why  do  we  have  "projected  work  plans?*' 

Our  projected  work  planning  is  designed  for  and  considered  essential  for  any  type  of  work  we 
do  except  emergencies  or  routine  services  that  change  from  day  to  day.  But,  even  some  of 
this  latter  type  might  be  systematized  through  a formal,  planned  approach.  These  are  the 
kinds  of  questions  which  were  used  by  the  Office  in  developing  the  work  plans  and  which  those 
who  review  or  use  them  might  be  thinking  of  as  they  read  them: 

1.  Will  the  plan  assist  with  implementing  the  project  in  an  orderly  way? 

2.  Do  others  in  the  Office  have  duties  related  to  the  project  which  could 
be  done  more  effectively  if  they  knew  the  "what,  when,  and  who"  about 
it? 

3.  Could  your  agency  counterparts  operate  better  if  they  knew  about  your 
plans? 

4.  Does  the  project  contribute  toward  long-range  goals? 

5.  Are  changes  included  which  conform,  to  valid  findings  of  inspections, 
audits,  and  reviews? 
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6,  Is  the  project  one  which  could  be  done  better  if  this  Office  and  the 
agencies  had  coordinated  plans? 

7.  Will  the  results  of  the  project  be  useful  or  needed  for  evaluating  your 
work  or  making  up  various  required  reports,  such  as  budget  statements, 
manpower  utilization  reports,  and  management  improvement  reports? 

The  format  of  these  Projected  Work  Plans  is  designed  for  the  combined  use  of  this  Office 
and  for  supplying  OMASD  with  reports  for  its  Management  Improvement  Project  system. 

Again,  we  emphasize  that  although  we  have  improved  our  use  of  this  system  after  a year’s 
experience,  we  do  not  claim  any  great  degree  of  success.  However,  we  do  believe  strongly 
in  the  value  of  such  planning  to  the  degree  that  it  is  perfected  and  used. 

Hay  we  request  your  careful  review  of  these  plans  for  Fiscal  Year  1964  and  ask  that  you 
use  them  to  the  extent  practicable. 


Director  of  Personnel 


OFFICE  OF 


Section  2 


THE  DIRECTOR 


OP-1  Uo  S,  DEPARTMENT  OP  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 

1,  Classification 

Noo  5 : Category:  Personnel  Management 

2o  Date  of  Report  i3o  Project  No, 

: OP-1 

4o  Project  Title 

Integrated  Planning  of 
Personnel  Management 

Project  Objective: 

To  develop  and  maintain  a system  of  integrated  planning  of  personnel  management 
functions . 

5.  Type  of  Report 

/ / Proposal  / / Initial  / / Interim  / / Implementation 

6,  Time  Schedule  (Dates) 

Initiation  :Completion  of  Study:  Installation 

4/1/63  : : 

7.  Submitted  by: 

C.  0.  Henderson.  Assistant  Director 

8.  App;?^ed  for  Ae^cv^ignature ) 

11,  Cost  Data 

9.  Title 

Director  of  Personnel 


Assigned 

To 

Target 

Date 

Progress  as  of  : Progress  as  of 
12/31  : 6/30 

10.  Project  Plan  Data 

A.  Develop  OP  long-range  goals  and  plan  their  implementa- 

tion  through  cooperative  efforts  between  OP  and  agencie 

s . 

1. 

Send  agencies  k complete  package  of  materials 

developed  on  goals  to  date. 

Henderson 

7/15 

2. 

Hold  meeting  of  personnel  officers  and  representa- 

tives  of  employee  organizations  to  discuss  goals 

Barnes  6 

and  plans  for  finalizing  and  implementing  them. 

Henderson 

7/22 

3. 

Agencies  review  and  revise  goals  and  react  to 

Step  3,  Implementation  of  Goals. 

Paulson 

9/16 

4. 

Synthesize  and  coordinate  agencies'  reactions. 

Henderson 

9/30 

5. 

Develop  a put  into  effect  plans  for  getting  judg- 

ment  of  a representative  group  of  staff  and  line 

officials  in  finalizing  goals  and  plans  for 

implementing  them. 

Henderson 

11/15 

6. 

Arrange  for  and  conduct  a conference  as  a sum- 

Barnes  6 

mation  of  effort  listed  under  (5). 

Henderson 

12/9 

B.  Maintain  a system  for  planning  work  required  to: 

accomplish  annual  objectives  for  OP  functions  and 

projects;  implement  long-range  plans;  and  coordinate 

the 

activities  within  OP  and  with  agency  programs. 

1. 

Preparation  of  work  plans 

Supplemental  Sheet  OP-1 

Assigned 

To 

Target:  Progress  as  of  : 

Date  : 12/31  : 

10.  Project  Plan  Data 

At  • = 

a.  New  projects 

Henderson 

initia.*  * 

b.  Continuing  projects,  when  projects  need  to 

As  need  * 

be  updated  or  changed 

Henderson 

or  6/30  • 

2,  Preparation  of  reports  on  work  plans 

Paulson 

12/31  • * 

and 

a.  For  O.P.  as  sources  of  information  for: 

6/30  • • 

recurring  and  special  reports;  basis  for  co- 

ordination  within  OP  and  between  OP  and  agen- 

cies;  and  evaluate  progress  made  toward 

achieving  long-range  plans. 

b.  For  OMASD  as  a source  of  information  for 

As 

Management  Improvement  projects. 

Paulson 

needed  * * 

c.  For  the  Secretary’s  Office,  Department,  and 

other  Federal  staff  agencies  as  a source  of 

data  needed  in  the  development  of  over-all 

Barnes  6 

As  • • 

plans  and  for  making  decisions. 

Henderson 

needed  * • 

C.  Determine  needs  for  change  in  personnel  management 

policies  and  programs. 

1.  A list  of  problems  were  highlighted  by  the 

survey  based  on  four  questions  to  participants 

of  the  PPRH  in  August  1962. 

Glickman 

Comp.  ' 

2.  Send  results  of  (1)  above  with  a memo  to  agency 

heads  requesting  they  get  considered  views  of 

representative  officials  such  as  Washington 

division  heads  and  branch  chiefs  of  personnel 

activities;  also,  field  agency  personnel 

specialists  and  managers  of  relatively  large 

field  installations,  as  to  the: 

a.  Soundness  of  the  analysis  of  the  results 

of  the  PPRM  as  well  as  of  the  personnel 

management  problems  still  needing  attention. 

b.  Add  other  personnel  managem.ent  problems 

Barnes  6 

and  needs  which  affect  their  operations. 

Henderson 

9/16  ; ; 

Progress  as  of 

6/30 
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Supplemental  Sheet  OP-1 

10 o Project  Plan  Data 

3.  Summarize  and  classify  the  results  of  this 
inventory  by  problem  areas,  agency,  type  of 
official  suggestions,  and  location,  i.e., 
V/ashington  or  field.  Integrate  with  long-range 
planning. 

4.  Review  and  determine  need  for  further  study  and 
recommend  steps  in  the  light  of  results  of  long- 
range  planning. 

5 . If  there  is  a need  for  further  analysis  and 
study,  ask  the  agencies  to  recommend  the  names 
of  field  officials  best  qualified  to  assume  a 
leadership  role  for  defining  problems  at  10  to 
1?  representative  locations  over  the  country. 

6.  Arrange  for  the  leaders  selected  from  this  list 
to  meet  at  a central  point  for  a workshop  to 
refine  and  more  completely  define  the  problems, 
largely  by  determining  the  why  of  the  problem. 
They  would  also  be  given  assistance  in  the  tech- 
nique of  selecting  a representative  group  of 
officials  from  all  agencies  of  the  Dept,  located 
within  their  respective  areas.  These  would  be 
expected  to  further  define  and  refine  the  prob- 
lems as  they  relate  to  the  intent  of  PPRM 
recommendations  and  the  experience  of  the 
participants  of  the  workshop. 

7.  Review,  analyze,  and  reclassify  results  of  these 
10  or  12  workshops  for  study  by  the  Evaluations 
Committee  and  other  appropriate  officials  and 
groups. 

8.  Problem  areas  developed  under  (7)  would  be  used 
with  all  other  available  judgment  of  Dept,  and 
agency  officials  in  planning  further  action  in 
meeting  the  personnel  management  needs  of  the 
Dept.  It  is  assumed  that  another  Personnel 


Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Glickman  6 
Henderson 

11/15 

Evaluation 

Committee 

12/16 

Henderson 

12/12 

Henderson 

1/20/64 

Henderson 

2/12/64 

Progress  as  of 
6/30 
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Supplemental  Sheet  OP-1 

Assigned 

To 

Target 

Date 

Progress  as  of 

12/31 

Progress  as  of 

6/30 

10.  Project  Plan  Data 

Policy  Meeting  might  develop  from  this  and  the 
long-range  planning  efforts. 

Henderson 

2/12/64 

9.  Plan  and  conduct  the  2nd  Personnel  Policy  Review 
Meeting  to  be  held. 

Henderson 

4/20/64 

D.  Finalize  long-range  goals  and  plan  their  implementa- 
tion. 

Henderson 

4/20/64 

Steps  to  be  taken: 

1.  A complete  package  including: 

a.  A list  of  the  goals  developed  to  date  by  OP, 

b.  An  explanation  of  how  the  goals  were  arrived 
at,  including  background  information,  and 

c.  A set  of _ reference  material  which  OP  has  used 
as  a partial  basis  for  the  goals. 

Henderson 

7/15/63 

2.  A meeting  of  the  agency  personnel  offices  and 
representatives  of  the  employee  organizations 
to  be  conducted  for  the  purpose  of  discussing 
the  goals  and  plans  for  finalizing  and  imple- 
menting them. 

Barnes 

7/22/63 

3.  Request  will  be  made  for  agencies  to  review  and 
revise  the  goals  and  indicate  their  reaction  to 
Step  3 or  planning  the  "implementation  of  the 
goals. " 

Barnes 

9/16/63 

4.  Integrate  and  synthesize  the  reaction  of  the 
agencies  as  requested  under  (3)  above. 

Henderson 

S Glickman 

9/30/63 

5.  Plan  and  provide  the  means  for  preparation  by 
representative  Dept,  officials  to  finalize  the 
goals  and  agree  on  a plan  of  action.  (This 
process  will  adhere  to  the  principle  of  in- 
volvement which  would  require  that  line  officials 
assist  with  the  final  stages.) 

Henderson 

11/15/6: 
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Supplemental  Sheet 
10 « Project  Plan  Data 


OP-1 


Assigned 

To 


Target:  Progress  as  of 

Date  : 12/31 


Progress  as  of 
6/30 


6.  The  steps  outlined  above  for  involving  selected 
agency  line  and  staff  officials  to  assist  in  the 
study  and  plans  for  implementation  will  culminate 
in  a conference  of  three  days  or  more.  At  this 
conference  it  is  expected  final  decisions  will 
be  made  on  what  the  goals  for  1973  should  be, 
with  definite  plans  for  achieving  them. 


Henderson 


12/9/63 


: 


t 


1.  Classification 


OP-1  U.  S.  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


No. 


2.  Date  of  Report 


Category:  Personnel  Management 


:3.  Project  No. 
OP- 2 


4.  Project  Title 
Inspection  Coordination 


Project  Objective;(l)  Supervise  application  of  8 AR  Chapter  2.5;  (2)  maintain  liaison 
with  CSC  and  its  inspection  programs;  (3)  keep  staff  of  OP  fully  advised  of  relevant  items 
gleaned  from  reports;  (4)  direct  agencies  to  take  corrective  action  where  needed. 
Implements  PPRM  Recommendations  Nos.  5 and  39  through  43 


5.  Type  of  Report 
/ / Proposal  / / Initial  / / Interim  / / Implementation 


6.  Time  Schedule  (Dates) 


Initiation  :Completion  of  Study:  Installation 
April  16,  1962  : : 

ved /or  A^ncy^( Signature) 


7.  Submitted  by:  ^ 

N.  R.  Bear,  Assistant  to  the  Director 


8.  Ai 


1 ^or  ^^nc^l. Signature; 


11.  Cost  Data 


9.  Title 

Director  of  Personnel 


: Assigned 

Target 

Progress  as  of 

Progress  as  of 

: To 

Date 

12/31 

6/30 

: Bear 

8/1/63 

* M 

It 

10.  Project  Plan  Data 

1.  Obtain  from  agencies  their  annual  evaluation  programs. 

2.  Obtain  copies  and  analyze  agency  inspection  reports. 

3.  Initiate  follow-up  where  indicated. 

4.  Review  and  analyze  CSC  inspection  reports. 


Continuing 


OP-1  U,  S.  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1.  Classification 

No.  5 : Category;  Personnel  Management 

2.  Date  of  Report  :3.  Project  No. 

OP-3 


4.  Project  Title  : Project  Objective: 

M Assist  agencies  of  the  Department  in  developing  an  emergency  organization  together 

e ense  o zat  on  jwith  staffing  requirements;  (2)  develop  procedures  which  firm  up  defense  assignments  to 

tinsure  a capable  effective  defense  organization.  Implements  PPRM  Recommendation  No.  16 

5.  Type  of  Report 

/ / Proposal  / / Initial  / / Interim  / / Implementation 

6.  Time  Schedule  (Dates) 

Initiation  :Completion  of  Study:  Installation 

7/1/63  : : 

7.  Submitted  by:  ^ ^ 

N.  R.  Bear,  Assistant  to  the  Director  /f  C'//') 

8.  Approved  forL  Ag^cy  Signature) 

11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Assigned  : Target:  Progress  as  of  : Progress  as  of 

To  : Date  : 12/31  : 6/30 

10.  Project  Plan  Data 


1.  Coordinate  Department  needs  for  manpower  in  an  attempt 
to  satisfy  all  requirements  from  within  the  Department. 


Bear  Qontinuing 


2.  Assist  in  the  distribution  and  interpretation  of  CSC 
Emergency  and  Disaster  Regulations  in  order  that  the 
field  staff  will  be  fully  informed. 


Bear 


3.  Keep  USDA  employees  informed  and  trained  on  emergency 
mobilization  and  survival  procedures. 


Bear 


It 
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OP-1  Ua  S.  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1.  Classification 

No. 5 : Category;  Personnel  Management 

2.  Date  of  Report  :3.  Project  No. 

: OP-4 


4,  Project  Title 
Deferment 


Project  Objective: 

(1)  Develop  and  maintain  a Department  plan  for  controlling  requests  for  Selective  Service 
deferment  of  Department  employees  from  military  service;  (2)  assist  the  Director  in  the 
application  of  the  President's  policy  regarding  Ready  Reservists. 


5.  Type  of  Report 
/ / Proposal  / / Initial  / / Interim  / / Implementation 


6.  Time  Schedule  (Dates ) 


:Completion  of  Study:  Installation 


Initiation 

4/16/62 

8.  Appr^ed  for  A^ncy^(  Signature ) 


7.  Submitted  by: 

N.  R.  Bear,  Assistant  to  the  Director 


11.  Cost  Data 


9.  Title 


10.  Project  Plan  Data 

1.  Prepare  and  issue  policy  statement. 

2.  Assist  agencies  in  designation  of  "Key  Positions"  as 
described  in  CSC  Mobilization  Circular  No.  6. 

3.  Work  with  MODE  project  to  obtain  capability  to  produce 
information  on  military  obligations  of  employees. 

4.  Obtain  an  annual  report  of  Reservists  by  categories. 

5.  Work  with  agencies  to  insure  key  jobs  would  be 
backstopped  in  an  emergency. 

6.  Review  annually  with  the  Department  Deferment  Committee 
and  Special  Assistant  to  the  Secretary  for  Defense  the 
impact  of  military  obligations  upon  the  Department's 
manpower . 


Director  of  Personnel 


Assigned 

To 

Target:  Progress  as  of  : Progress  as  of 
Date  : 12/31  : 6/30 

Bear 

12/31/63  *: 

• • 

• • 

II 

• 

6/30/63  : 

It 

1/1/63  i 

II 

Annual  Iji*  : 

II 
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OP-1  U,  S.  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1.  Classification 


No. 


2.  Date  of  Report 


: Category: Personnel  Management 


:3.  Project  No. 

OP- 5 


4.  Project  Title 

National  Defense  Executive 
Reserve 


Project  Objective: 

Maintaining  a comprehensive  Executive  Reserve  manpower  pool  for  emergency  mobilization 
to  carry  on  critical  Department  functions. 


5.  Type  of  Report 


/ / Proposal  / / Initial  / / Interim  / / Implementation 

Initiation 

7-1-63 

:Completion  of  Study:  Installation 

7.  Submitted  by:  ,,  ; 

N.  R.  Bear,  Assistant  to  the  Director  y’’ C 

8.  App^^ed  f^  A^ncy^  (Signature) 

11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Assigned 

Target 

Progress  as  of 

Progress  as  of 

To 

Date 

12/31 

6/30 

10.  Project  Plan  Data 

1.  Obtain  nominations  from  agencies. 

Bear  C 

ontinuin 

8 

2.  Screen  and  process  designation  of  Reservists. 

II 

11 

3.  Coordinate  a •^ncy  training  of  Reservists. 

Bear 

11 

6^ Time  Schedule  (Dates) 


Draheim 
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UFTi  U.  S,  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 


4, 


PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


Project  Title 


Project  Objective: 


1,  Classification 


No,  5 : Category;  Personnel  Management 

2.  Date  of  Report  ;3o  Project  No. 

6/26/63  . OP-6 


Employee-Management  ' To  implement  E.O.  10988  in  a positive  and  constructive  spirit  with  a view 

Cooperation:  E.O.  10988  ‘ to  attaining  optimum  benefits  for  the  employees,  management,  and  public. 


5.  Type  of  Report 


7. 


/ Proposal  / / Initial  / / Interim  /X  / Implementation 


Submitted  by: 

Robert  Lo  Hill,  Assistant  to  Director 


11.  Cost  Data 


6.  Time  Schedule  (Dates) 

Initiation  : Completion  of  Study:  Installation 
Continuing  thru;F.Y.  1964  : 

8,  Approved  fav  ^en^  (Signature) 


9.  Title 


Director  of  Personnel 


Assigned 

To 

Target 

Date 

Progress  as  of  : Progress  as  of 
12/31  : 6/30 

10. 

Project  Plan  Data 

a. 

To  keep  instructions  current  for  implementing 

Hill,  as- 

As  re- 

E.O.  10988. 

sisted  by 

quired 

McCausland 

b. 

To  issue  "Guide  to  Employee-Management  Cooperation  in 

USDA". 

II 

8/1/63 

c. 

To  train  USDA  managers  in  basics  of  the  policy  and 

ft 

When 

program  thru  SIMM  and  SED. 

Seminars 

are  held 

d. 

To  prepare  Staff  Paper  of  reference  materials  to  be  used 

tl 

9/1/63 

in  training  under  "c",  preceding,,  and  for  Personnel 

Officers  and  their  staff  specialists. 

e. 

To  conduct  an  "institute"  with  Personnel  Officers,  staff 

If 

9/13/63 

specialists,  employee  organization  leaders  on  ways  of 

cooperation  to  achieve  positive  benefits. 

f. 

To  keep  employees  generally  informed  re  the  program 

If 

When 

thru  items  in  "USDA"  and  other  media. 

events 

occur 

g- 

To  recognize  employee  organizations  that  apply  and  are 

II 

When 

eligible. 

they 

« 

apply 

:*■  .'I  * 


I V *■ 


■ * ■ >•'-■•'  t.  y,?.  ' 2iii,3^:  •W)o:i: 

.5,  ‘ r 'S  .A  ■ '^ ; -a  ■:;  ' • '"'- 


. ; ; 

» , .■>•  _ ■ . ' *'*-  • 'v  I' 


■ i i;'\''.T  '|.■,^  JVT’.-  ,:  -.^j'y^.  4n.i  -.  > '.a  ; ■,  .j.  a • ,^  .-//■  ^-v  • ” ■■  ■ ■' ■'r^S- ’• 

"■‘  ■'.  '■’.  ■•".  "'■■^■•^‘'  •l'.  vk'-^k.  >j  ..;■  ¥ir.''"iL;"  v'VVj;' / 


■■  i I 'v^.'Tn  . i 


’(If 


I- 


i.  f& 

.1  ,:.  r >"'  ■ ■>  ' - 

■ '» : ; <% 


'Jt  : ■■ 


' M 

r 


..  *•"^1  Q^'  t Vi|;;  ; ' ' 


« i 


'.  - ' '.J'i  ‘ t /'^'’>' '■■•^<jt'?  '^7^..,''^^ 

- • ,,A':^¥xx^'^7.,X  T ij'  ■ • 

■ ' ^ ^-■'  M ' 

Ay  jJ''*  4*.  :>%  " A “ .riXjS,  <A>  ' UPPS^'  i)_i  ’l-s  '.'i  '-  ^ ''  70|v' 


Supplemental  Sheet  OP-6 

10 o Project  Plan  Data 

h.  To  obtain  and  consider  systematically  the  views  and 

recommendations  of  employee  organizations  In  developing 
and  establishing  personnel  policies  and  programs. 

1.  To  get  feedback  from  eiiq>loyee  organizations  re  the 

effectiveness  of  established  policies  and  programs  and/ 
or  of  their  administration. 

j.  To  represent  USDA  on  the  lAG  Committee  on  Employee- 
Management  Cooperation;  maintain  liaison  with  Department 
of  Labor. 

k.  To  plan  and  coordinate  activities  of  the  USDA  En5>loyee- 
Management  Cooperation  Council  and  to  maintain  con- 
tinuing official  relations  with  employee  organizations 
recognized  at  the  national  level. 

l.  To  represent  the  Department  In  negotiating  agreements 
with  employee  organizations. 

m.  To  consult  with  organizations  leaders,  management 
representatives,  and  others  re  technical  and  administra- 
tive problems. 


Assigned 

To 

Hill,  as- 
sisted by 
McCausland 


Target 

Date 

As  Is 
sues 
come  up 


Progress  as  of 
12/31 


Progress  as  of 
6/30 


Con- 

tinuing 


II 


II 


As  re- 
quired 


II 


II 
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OP-1  U.  So  DEPARTMENT  OF  AGRICULTURE  : 

1,  Classification 

5-63  Office  of  Personnel  :Noo  5 

: Category:  Personnel  Management 

PROJECTED  WORK  PLANS  and  :2.  Date  of  Report 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT  : 6-26-63 

:3,  Project  No, 

: OP-7 

4.  Project  Title  : Project  Objective: 

’ To  further  proposed  personnel  legislation  deemed 
Personnel  Legislation  : programs  of  USDA  and  its  instrumentalities 

to  be  of  benefit  to  employees  and 

5.  Type  of  Report 

6.  Time  Schedule  (Dates) 

/ / Proposal  / / Initial  / / Interim  Implementation 

Initiation  :Completion  of  Study:  Installation 

During  FY  1964  : 

7.  Submitted  by:  ai  lL 

Robert  Lo  Hill,  Assistant  to  Director  of  Personnel 

8.  Approved  for,  Agen^  (Signature) 

11.  Cost  Data 

9.  Title 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

a.  To  solicit  and  receive  recommendations  from  agencies 
regarding  needed  personnel  legislation  or  specific 
proposals  for  legislation  and  to  do  technical  and 
administrative  work  required  to  promote  those  recom- 
mendations and  proposals  determined  to  be  in  the 

Interests  of  the  Department. 

Hill 

Contin- 

uing 

b.  To  review  draft  bills  referred  to  USDA  for  comment  by 
committees  of  the  Congress  or  by  the  Budget  Bureau  and 
to  prepare  reports  thereon  or  to  assign  them  for 
preparation  of  reports  by  subject-matter  specialists  and 
to  review  and  edit  such  reports  as  necessary. 

II 

II 

c.  To  confer  with  representatives  of  employee  organizations 
regarding  needed  or  proposed  legislation  and  ascertain 
the  views  of  such  representatives  and  the  positions  of 
their  organizations. 

If 

H 

d.  To  advise  OP  staff  members  of  procedural  requirements 
in  processing  legislative  proposals  and  reports. 

HcCausland 

It 
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OP-1  Uo  So  DEPARTMENT  OF  AGRICULTURE  : 1.  Classification 

5-63  Office  of  Personnel  ;Noo  5 : Category:  Personnel  Management 

PROJECTED  WORK  PLANS  and  :2.  Date  of  Report  :3,  Project  No. 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT : 7/8/63 j OP“8 


4o  Project  Title 

Intergroup  Relations 


Project  Objective:  . , , . . j ^ ^ 

To  provide  leadership  to  the  Department  in  developing  a variety  of  programs  and  projects 

that  will  improve  intergroup  relations  and  promote  equal  employment  opportunity  for  all 

qualified  minority  group  persons  employed  or  seeking  work  in  the  Department 


5.  Type  of  Report 

6.  Time  Schedule  (Dates) 

Initiation 

:Completion  of  Study:  Installation 

/ / Proposal  / / Initial  / / Interim  /X  / Implementation 

Fiscal :Year  1964  : 

7.  Submitted  by: 

William  M.  Seabron,  Assistant  to  the  Director  of  Personnel 

8.  Apnppved  far  Ager^y  (^gnature) 

11.  Cost  Data 

9.  Title 

Director 

of  Personnel 

Assigned 

Target 

Progress  as  of  : Progress  as  of 

To 

Date 

12/31  : 6/30 

10.  Project  Plan  Data 

1.  Determine  impact  of  •’race"  on  employment  opportunity, 

Seabron 

r 

through  ADP,  through  compsirisons  on  grade,  education, 
training,  tenure,  etc. 

2.  Annxxal  Executive  Review  of  Equal  Employment  Opportunity 

II 

Feb  '64 

(EEO)  progress. 

3.  Participate  in  SIMM-SED  training  programs. 

II 

Contin- 

uing 

4.  Integrate  recruitment  activities  more  closely  into 

Examination  and  Employment  Division  program.  Visit 
integrated  schools  with  sizeable  Negro--other  non-white 
students  enrollment.  Continue  visits  to  Negro  land- 
grant  colleges  and  universities. 

If 

It 

5.  Plan  interagency  regional  or  area  meetings  to  review 

EEO  activity  and  provide  guidance  to  improve  handling 
of  this  responsibility  in  the  field.  (President's 

It 

tl 

Committee  to  discontinue  these  meetings  in  the  field) 

6.  Consult  on  agency  plans  to  add  Intergroup  Relations 

11 

II 

Specialists  - providing  some  Initial  orientation  and 
training  where  necessary.  Coordinate  Department 

EEO  efforts. 

my  s , 
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OP-1  Uo  So  DEPARTMENT  OP  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 

Project  Objective: 


lo  Classification 


:No< 


Category; Personnel  Management 


2o  Date  of  Report 


:3<,  Project  No, 
: OP- 50 


4o  Project  Title 
Career  Programs 


To  develop  program  input  for  MOHR  (see  PPRM  Recommendations  13,  29,  37,  and  38) 


5»  Type  of  Report 

6o  Time  Schedule  (Dates) 

/ / Proposal  / / Initial  / / Interim  / / Implementation 

Initiation 

7/1/63 

•.Completion  of  Study:  Installation 
: 6/30/64  : 

7.  Submitted  by: 

Albert  S.  Glickman,  Chief,  Personnel  Research  Staff 

8.  Appr^pw^d  for  Agency  (Signature) 

11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

Complete,  in  collaboration  with  cooperating  agencies, 
work  groups  and  OMASD,  working  outlines  of  at  least 
three  selected  career  programs  for  implementation  in 

MOHR  during  1964 

Harmon 
Mayes ke 

12/31/63 

Operational  implementation  of  same 

Mayes ke 

1/31/64 

Confer  with  MOHR  Steering  Committee,  agencies,  and  OMASD, 

Glickman 

Cont in- 

to  assist  in  developing  career  planning  programs  within 
the  MOHR  system,  and  to  specify  related  research  problems 
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bP-1  U,  So  DEPARTMENT  OF  AGRICULTURE  ; 1,  Classification 

5-63  Office  of  Personnel  :No,  5 : Category;  Personnel  Management 

PROJECTED  WORK  PLANS  and  i2c,  Date  of  Report  :3o  Project  No„ 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT  ; ; OP-51  

4o  Project  Title  ; Project  Objective: 

• To  conduct  research  to  develop  improved  performance  record  systems  (see  PPRM 
Critical  Requirements  ; Recommendations  13  and  32). 


5o  Type  of  Report 

6,  Time  Schedule  (Dates) 

/ / Proposal  / / Initial  / / Interim  / / Implementation 

Initiation 

7/1/63 

:Completion  of  Study:  Installation 
: 6/30/64  : 

7o  Submitted  by: 

Albert  S.  Glickman,  Chief,  Personnel  Research  Staff 

8.  Approy^^^^^r^genc^^Sig^Jure) 

11.  Cost  Data 

9.  Title 
Director 

of  Personnel 

Printing  - $140.00 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10,  Project  Plan  Data 

Continue  to  coordinate  collection  of  critical  Incidents 
from  General  Foresters,  Soil  Conservationists,  Plant 
Quarantine  Inspectors,  Automatic  Data  Processors, 

Personnel  Officers,  and  Accountants 

Harmon 

9/1/63 

Advise  with  representatives  of  above  groups  in  analysis 
of  critical  incident  data  and  preparation  of  performance 
record  forms 

Harmon 

12/31/63 

Prepare  instructional  material  for  users  of  performance 
record 

Harmon 

12/31/63 

Prepare  first  Personnel  Research  Series  report  on 
development  and  use  of  performance  record 

Harmon 

■6/30/64 
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OP-1  Uo  So  DEPARTMLNT  OP  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 

Project  Objective: 


lo  Classification 


:No< 


2o  Date  of  Report 


: Category;  Personnel  Management 


;3o  Project  No< 

OP-52 


4o  Project  Title 
Experimental  Test  Battery 


5o  Type  of  Report 
/ / Proposal  / / Initial  / / Interim  / / Implementation 


To  initiate  administration  of  experimental  test  battery  for  entering  personnel  to 
be  validated  against  subsequent  job  performance  (see  PPRM  Recommendations  13,  29, 
32,  and  37). 


6o  Time  Schedule  (Dates) 


Initiation  :Completion  of  Study:  Installation 

7/1/63  : 6/30/64  : 


8.  Approy^  for  Agency  (!s4,gnature) 


7.  Submitted  by: 


oy^  for  Agency  (S^ 


11.  Cost  Data 

Test  materials  - $2,900 

Travel  - $606.00 

9.  Title 
Director 

of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

Conduct  one-day  workshops  in  test  administration  in 
Washington  and  5 field  locations 

Glickman 

Harmon 

Mayeske 

7/1/63- 

7/12/63 

Initiate  Omnibus  Battery  administration  by  agencies 

Mayes ke 

8/1/63 

Initiate  Research  Scientist  Battery  administration  ijy 
appropriate  agencies 

Mayeske 

11/1/63 

Initiate  Administrative-Supeirvisory  Battery  administration 
where  appropriate 

Mayeske 

4/1/64 

Score  tests,  tabulate  and  file  data  for  future  validation 

Gelenian 

Contin- 

uing 
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OP-1  Uo  So  DEPARTMENT  OP  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 

Project  Objective: 


lo  Classification 


:Noe 


2o  Date  of  Report 


; Category; Personnel  Management 


4o  Project  Title 
Training  Evaluation 


;3,  Project  No, 
OP-53 


To  continue  research  to  provide  a methodology  for  regularly  evaluating  management 
training  programs  (see  PPRM  Recommendation  29). 


5o  Type  of  Report 

/ / Proposal  / / Initial  / / Interim  / / Implementation 


6\ Time  Schedule  (Dates) 


Initiation  :Completion  of  Study:  Installation 

7/1/63  ; 10/1/63  : 


7o  Submitted  by: 

Albert  S.  Glickman,  Chief,  Personnel  Research  Staff 


. Approv^  for  Agency^ Signature) 


11.  Cost  Data 
Printing  - $140.00 


9.  Title 

Director  of  Personnel 


Assigned 


To 

Date  : 

10.  Project  Plan  Data 

Prepare  and  mail  follow-up  questionnaires  to  Kepner-Tregoe 
participants  and  their  supervisors 

Harmon 

7/19/63  : 

Analyze  questionnaire  returns 

Harmon 

9/20/63  : 

Prepare  report 

Harmon 

10/20/65 

Target 


Progress  as  of 
12/31 


Progress  as  of 
6/30 


OP-1  Uo  So  DEPARTMLHT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


lo  Classification 


:Noc 


2o  Date  of  Report 


; Category;  Personnel  Management 


:3o  Project  No< 
OP-54 


4„  Project  Title 


; Project  Objective: 

: To  analyze  selected  promotion  rosters  in  order  to  determine  relationships  among  scores 
Promotion  Roster  Analysis  ; various  rating  factors  and  the  contribution  of  each  factor  to  the  overall  promot- 

: ability  ratings  of  employees  (see  PPRM  Recommendation  13) 


5o  Type  of  Report 
/ / Proposal  / / Initial  / / Interim  / / Implementation 


6o  Time  Schedule  (Dates) 


Initiation  tCompletion  of  Study:  Installation 
7/1/63  : 12/31/63 


8.  Apprqy^  for  Agency  (Signature ) 


7o  Submitted  by: 

Albert  S.  Glickman,  Chief,  Personnel  Research  Staff 


11.  Cost  Data 


Printing  Report  - $140.00 


9.  Title 
Director  of  Personnel 


Assigned 

To 


Target 

Date 


Progress  as  of 
12/31 


Progress  as  of 
6/30 


10.  Project  Plan  Data 

Complete  report  on  analysis  of  Forest  Service  roster 
Statistical  analysis  of  SCS  roster 


Mayes ke 
Mayeske 


£/l/63 
11/30/63 


Complete  report  on  analysis  of  SCS  roster 


Mayeske 


12/31/63 
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OF-1  U,  S,  DEPARTMENT  OF  AGRICULTURE 

5--63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1,  Classification 


:No  = 


:2,  Date  of  Report 


: Category;  Personnel  Management 


:3o  Project  No< 
OP-55 


4o  Project  Title 
Retirement  Forecasting 


Project  Objective; 

To  develop  a general  technique  for  forecasting  retirement  losses  as  an  integral  part 
of  the  MOHR  system  (see  PPRM  Recommendations  13  and  98). 


/ / Proposal  / / Initial  / / Interim  / / Implementation 

Initiation 

7/1/63 

rCompletion  of  Study:  Installation 
: 6/30/64  ; 

7,  Submitted  by: 

Albert  S.  Glickman.  Chief.  Personnel  Research  Staff 

8.  Approv^^ for^^ency  (^gnature) 

11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Printing  - $140.00 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

Develop  mathematical  model 

Mayeske 

10/1/63 

Data  collection  and  analysis 

Mayes ke 

4/1/64 

Prepare  report 

Mayeske 

6/30/64 

6,  Time  Schedule  (Dates) 
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or-1  Uo  So  DEPARTMLNT  OF  AGRICULTURE  i ; 1.  Classification 

5-6  3 Office  of  Personnel  :No» 5 : Category;  Personnel  Management 

PROJECTED  WORK  PLANS  and  ;2<,  Date  of  Report  :3,  Project  No, 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT  ; : OP-56 

4o  Project  Title  : Project  Objective: 


otatio  ' conduct  research  to  provide 

: senior  executive  resources  in 

; and  117). 

a system  of  rotational  assignment  for  developing 

USDA  (see  PPRM  Recommendations  13,  29,  llle,  114c, 

5,  Type  of  Report 

6,  Time  Schedule  (Dates) 

/ / Proposal  / / Initial  / / Interim  / / Implementation 

Initiation 

9/1/63 

:Completion  of  Study:  Installation 
: 9/1/64  : 

7o  Submitted  by: 

Albert  S.  Glickman,  Chief,  Personnel  Research  Staff 

8.  Appro^^  for  Agency  Signature ) 

11.  Cost  Data 

400  copies  of  Executive  Position  Description  - $100,00 
Printing  - $140.00 

9.  Title 
Director 

of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

Administration  of  Executive  Position  Description  to  sample 
of  supergrades 

Glickman 

9/1/63 

Analysis  of  data  and  preparation  of  feasibility  report  on 
Phase  1 

Glickman 

11/1/63 

Identification  of  potential  resource  positions 

Glickman 

12/1/63 

Collection  and  analysis  of  additional  Position  Descriptions 
as  needed 

Glickman 

2/1/64 

Preparation  of  feasibility  report  on  Phase  2 

Glickman 

3/1/64 

Development  of  mathematical  model  and  computer  programming 
techniques  for  implementation  of  rotational  system 

Glickman 

7/1/64 

Final  report 

Glickman 

9/1/64 

OP-1  Uo  So  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


lo  Classification 


:No< 


: Category; 


Personnel  Management 


2o  Date  of  Report 


:3o  Project  No. 

: OP-57 


4o  Project  Title 
Rate  of  Advancement 
and  College  Major 


Project  Objective: 

To  determine  relationship  between  college  major  and  rate  of  advancement  in  SCS  (see 
PPRM  Recommendations  13  and  27). 


5o  Type  of  Report 

/ / Proposal  / / Initial  / / Interim  / / Implementation 


6,  Time  Schedule  (Dates) 


Initiation  : Completion  of  Study:  Installation 

11/1/63  : 6/30/64 [ 

8.  Approji^d  for  Agejic^( Signature) 


7.  Submitted  by 
Albert  S.  Glickman,  Chief,  Personnel  Research  Staff 


11.  Cost  Data 


9.  Title 
Director  of  Personnel 


Printing  - $140.00 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10,  Project  Plan  Data 

Develop  research  design 

Mayes ke 

11/1/63 

Complete  analysis  of  data  supplied  by  SCS 

Mayeske 

3/1/64 

Complete  report 

Mayeske 

6/30/64 
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1,  Classification 


OP-1  Uo  So  DEPARTMENT  OF  AGRICULTURE  

5-63  Office  of  Personnel  :Noo 5 : Category;  Personnel  Management 

PROJECTED  WORK  PLANS  and  Date  of  Report  :3o  Project  NOo 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT  ; ; OP-58 

Project  Objective: 

To  determine  the  meaning  of  certain  personnel  concepts  to  individuals  engaged  in 
personnel  work  (see  PPRM  Recommendations  6 and  13). 


4o  Project  Title 
Personnel  Concepts 
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OF-1  Uo  S^DEPARTMLNT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1,  Classification 


:No. 


:2a  Date  of  Report 


Category; 


Personnel  Management 


:3, 


Project  No< 

OP-59 


4o  Project  Title 
Consultations 


Project  Objective: 

To  provide  technical  advice  and  assistance  to  Division  Heads  and  Agency  Personnel 
Officers  regarding  their  research  projects  (see  PPRM  Recommendations  13  and  29). 

6<,  Time  Schedule  (Dates) 


5o  Type  of  Report 

/ / Proposal  / / Initial  / / Interim  / / Implementation 


Initiation  iCompletion  of  Study:  Installation 

7/1/63 ‘ Continuing 


7.  Submitted  by: 

Albert  S.  Glickman,  Chief,  Personnel  Research  Staff 
11.  Cost  Data 


8.  Ap^^ve^^^r  A 


9.  Title 
Director  of  Personnel 


Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

Advise  with  Forest  Service  representatives  concerning 
design  and  analysis  of  research  on  engineer  turnover 
problem 

Glickman 

Harmon 

Contin- 

uing 

Assist  SCS  in  designing  study  of  performance  as  a function 
of  geographical  assignment 

Mayes ke 

Contin- 

uing 

Assist  Employee  Development  Division  in  implementing 
technique  for  systematically  evaluating  managerial 
training  programs 

Harmon 

Cont in- 
uing 

Consult  with  Examination  and  Employment  Division  concerning 
analysis  of  recruitment  questionnaire 

Harmon 

Contin- 

uing 

Consult  with  Assistant  to  Director  (Inter-Group  Programs) 
on  research  relating  to  utilization  of  minority  groups 

Glickman 

Harmon 

Contin- 

uing 

Advise  with  PPRM  Task  Force  on  methods  for  evaluating 

Impact  of  implemented  recommendations 

Glickman 

Contin- 

uing 

Others  as  requested 

Glickman 
Harmon 
Mayes ke 

Cont in- 
uing 
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OP-1  Uo  So  DEPARTMENT  OF  AGRICULTURE  ; 1.  Classification 

5-63  Office  of  Personnel  ;Noo  5 ; Category;  Personnel  Management 

PROJECTED  WORK  PLANS  and  Date  of  Report  :3o  Project  No, 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT  ; ; OP-60 

4o  Project  Title  ; Project  Objective: 

Personnel  Research  ‘ To  maintain  a clearing  house  for  information  concerning  personnel  research  (see  PPRM 

Clearing  House  ° Recommendations  8 and  13). 


5o  Type  of  Report 

6,  Time  Schedule  (Dates) 

/ / Proposal  / / Initial  / / Interim  / / Implementation 

Initiation 

7/1/63 

•.Completion  of  Study:  Installation 
: Continuing  ; 

7o  Submitted  by: 

Albert  S.  Glickman.  Chief.  Personnel  Research  Staff 

8.  Approv^dy  f or  ^ency^(Si^ature) 

11.  Cost  Data 

Purchase  of  publications  - $400.00 

9.  Title 

Director  of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

Confer  with  Director,  his  Assistants,  and  Division  Heads 
concerning  current  and  anticipated  personnel  programs 

Glickman 

Contin- 

uing 

Collect  information  concerning  personnel  research  in 
progress  within  Department  agencies  and  offices 

Ge  lenian 

Contin- 

uing 

Collect  reprints  of  significant  personnel  research  reports 
reports  appearing  in  current  journals 

Glickman 
Mayes ke 
Harmon 

Contin- 

uing 

Maintain  library  of  available  computer  programs  relevant  to 
personnel  research 

Mayes ke 

Cont in- 
ning 

Maintain  liaison  with  other  government  agencies  and  private 
organizations  concerning  personnel  research  of  mutual 
interest 

Glickman 

Cont in- 
ning 

Conduct  conferences  for  agency  Personnel  Directors  and 
others  to  provide  for  cooperative  planning  and  implementa- 
tion of  research  projects 

Glickman 

Contin- 

uing 

V.  • • 


5 


■'*  ■■  Vfi^'pft,i?  $?  ,;«>■ 


'^'EjH^": 

.n, 

I-  swii  -■''  Pijt-  " ■ ^A-i.r/''^‘-J  \'\\jt:  .'. 


•r.'’‘A.-  >{h 


*/.  S' 


s 


' '"T^.  <7  r ' - 1'?..:.'",^  j ' ' ■ f '■•  .1  ^ < ' 

• ..'  . •■  ■ 5 .Tfl  , ■.  Tf-<'tS5;:y«r'r-'  ..p,rr 


-i, ' 


' i?^ 


‘T’rr. 

" • ■ ,f 

/ :.^p  r . i ■ - , . 'I 


'^”  '»!«*'**•  f?  “ 'A'l  ■ ' .;  .,  ' 


;J>.. 


,,f  ...  j,  . 


■ '<i  -^J  :yn.--r^-  «,l4Jti^.,‘  ■-,  4 ,-',i|,^ 

^ - '.  ' ■ »-7  ,'  -•  .1  , 


T I ,.  'ii’^iA  ji '"  jj  I 

• ’ .'.  - -‘i  -Mj 


t .■  .•  '.T,  i ( '.: 


•v'HSei'* 


-;,  I I,  . ,,  J^.,j 


*^i.  . 


' ■'  '■  '^'■^'  :!■'  *■ ‘^  's- ‘ '■«-;  ■.*i# 

■'  ' 

^ ^ ;:;  ■ >•',.. 'S''’  ■ 

■-  •^'  ,‘  ■ : . i^' ' '■"■""'^i^ikiii...  ■■ 

,.Ji!>de-'i  _ -iiTi"".-' 


if] 

T-'' 

ivi 


CLASSIFICATION  AND 


Section  3 


DIVISION 


OP-1  Uo  S,  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1.  Classification 


No. 


2.  Date  of  Report 


Category: Personnel  Management 


;3,  Project  No. 
OP -100 


Project  Objective:  To  establish  procedures  for  constantly  reviewing  and  evaluating 

the  total  classification,  standards,  and  salary  and  wage  administration  programs  in 
the  Department. 


4o  Project  Title 
Program  Coordination  and 
Leadership --Classification 
and  Standards  Function 


5.  Type  of  Report 
/ / Proposal  / / Initial  /y  / Interim  / / Implementation 


6.  Time  Schedule  (Dates) 


Initiation 


:Completion  of  Study:  Installation 


7.  Submitted  by: 

T.  T.  Townsend.  Chief.  Classification  & Standards  Division 


8.  Approy^  for  Agency  (^gnature) 


11.  Cost  Data 


9.  Title 

Director  of  Personnel 


: Assigned 
: To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data  : 

A.  Help  each  agency  develop  specific  work  plans  covering  its | 
immediate  and  long-term,  needs  in  the  classification,  standards 
and  pay  management  areas  as  a means  of  keeping  the  total  pro-* 
gram  in  those  areas  under  constant  observation.  * 

Townsend 
, and 

Marx 

Fiscal 

1964 

B.  Provide  for  exchange  of  copies  of  the  work  plans  among  : 
agencies  to  stimulate  further  thinking  about  development  and  : 
improvement  of  projects  and  plans.  i 

ff 

ff 

C.  Visit  agency  personnel  offices,  both  Washington  and  . 
field,  to  participate  in  classification  audits,  supervisory  . 
interviews,  and  classification  training  activities,  and  use  . 
evaluations  that  staff  members  will  make  of  the  offices  . 
visited  to  secure  needed  changes  and  improvements  in  the  . 
over -all  classification,  standards,  and  pay  management  . 
program.  . 

If 

tl 

D.  Hold  meetings  with  individual  members  of  the  Classifica-  • 
tion  Council  to  review  CSC  evaluation  standards  for  classi- 
fication and  pay  functions,  coordinate  views  about  desirable  • 
or  necessary  changes  to  make  standards  apply  to  USDA  programs* 
by  discussing  with  Special  Assistant  to  the  Director  on  per-  ♦ 
sonnel  management  inspections  and  reviews  and  with  agency 
reviewers.  Use  results  to  establish  USDA  standards.  • 
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OP-1  U,  S.  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1.  Classification 


No. 


2.  Date  of  Report 
6-25-63 


Category; 


Personnel  Management 


:3.  Project  No. 

: OP -101 


Project  Title 
Automation  of  the  Class- 
ification Process 


Project  Objective: 

To  identify  elements  in  the  classification  system  that  can  be  processed  mechanically 
and  initiate  action  to  convert  those  elements  for  use  in  an  automated  system  as  soon 
as  possible.  (See  PPRM  37  and  38). 


5.  Type  of  Report 


6.  Time  Schedule  (Dates) 


Initiation 


:Completion  of  Study:  Installation 


7.  Submitted  by: 

T.  T.  Townsend,  Chief,  Classification  & Standards  Division 

8.  Appjpgved  for  Agency^ (Signature) 

11.  Cost  Data 

9.  Title 

Director 

of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

A.  Bring  in  classifier  from  one  of  the  agencies  for  2 months* 
detail  in  Classification  and  Standards  Division  to  study  and 
prepare  a report  on  how  much  of  the  classification  system 
can  be  processed  automatically  on  electronic  machines  and 
what  needs  to  be  done  to  assure  steady  progress  toward  com- 
plete automation. 

Townsend 

Oct. 15 

B.  Establish  task  force  to  study  report  made  under  step  A 
and  plan  course  of  action  to  assure  implementation. 

Townsend 

Nov. 15 

C.  Use  task  force  recommendations  to  identify  and  define 

Townsend 

Dec . 1 

stages  through  which  project  will  move  and  make  specific 
assignments  to  members  of  task  force  or  others  to  get  work 
on  initial  stages  under  way  as  soon  as  possible. 


OP-1  U,  S.  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1.  Classification 


No. 


Category: Personnel  Management 


2.  Date  of  Report  :3.  Project  No. 

6-25-63 ; OP -102 

Project  Objective:  To  provide  standard  for  the  in-service  training  and  development  of 

classification  and  pay  specialists;  to  conduct  pilot  courses  at  the  Department  level  to 
broaden  the  scope  of  services  furnished  by  classifiers  and  increase  their  versatility; 
to  publish  classification  training  guides  and  other  classification  training  material. 


4.  Project  Title 
Training  and  Development 
Program  for  Classification 
Specialists 


5.  Type  of  Report 
/ / Proposal  /x/  Initial  / / Interim  / / Implementation 


6.  Time  Schedule  (Dates) 


Initiation 


:Completion  of  Study:  Installation 


7.  Submitted  by: 

T.  T.  Townsend.  Chief.  Classification  & Standards  Division 


8.  Appr^ed  for  Agency  Signature) 


11.  Cost  Data 


9.  Title 

Director  of  Personnel 


Assigned 

To 

Target 

Date 

Progress  as  of  : 
12/31  : 

10.  Project  Plan  Data 

A.  Arrange  for  detail  of  training  specialist  to  Classifica- 
tion & Standards  Division  for  3 months  to  study  and  report  on 
kinds  of  assignments  position  and  pay  management  specialists 
will  be  expected  to  handle  during  the  next  5 to  10  years, 
qualifications  required  for  performing  such  work,  the  prob- 
able best  sources  to  depend  on  for  superior  recruits,  and 
the  training  required  for  their  rapid  on-the-job  development. 

Townsend 

Aug. 15 

1.  Have  de taller  prepare  plan  to  serve  as  standard  for 
agencies  to  meet  in  establishing  similar  plans  for  ’the 
in-service  training  and  development  of  their  specialists. 

Detailer 

Oct. 15 

2.  Establish  task  force  to  review  and  suggest  changes 
in  plan  prepared  under  1,  above,  to  make  it  acceptable 
for  application  throughout  the  Department. 

Task 

Force 

Nov.  1 

3.  Have  detailer  also  prepare  , with  assistance  from 
Personnel  Research  Staff,  tests  to  be  used  in  evaluating 
results  of  training  under  agency  plans  --  Classification 

1 & Standards  Division  to  use  test  results  to  update  master 

\ plan  periodically. 

Detailer 

Nov. 15 

B.  Arrange  for  a second  detailer  to  work  in  Classification 

5c  Standards  Division  for  2 months  to  prepare  classification 
■.rainints  manual. 

Townsend 

Dec.  1 

Progress  as  of 
6/30 
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Supplemental  Sheet 
10 o Project  Plan  Data 

C.  Establish  training  course,  to  be  operated  at  Department 
level  under  sponsorship  of  Classification  & Standards  Div- 
ision for  two  weeks  in  the  spring  and  fall  of  each  year, 
which  will  serve  as  testing  ground  for  new  classification 
training  devices  and  training  materials,  including  manual 
and  guides  like  the  one  prepared  under  step  B. 


Assigned  s Targets  Progress  as  of 
To  s Date  : 12/31 


Progress  as  of 
6/30 


Townsend 


Mar. 15 
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OP-1  Uo  S,  DEPARTMENT  OF  AGRICULTURE  : I.  Classification 

5-63  Office  of  Personnel  :No.  5 ; Category; Personnel  Management 

PROJECTED  WORK  PLANS  and  :2.  Date  of  Report  :3.  Project  No. 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT : 6-25-63 :OP-103 

4.  Project  Title  : Project  Objective; 

Position  and  Pay  Management  : To  secure  better  communication  than  we  now  have  with  supervisors  on  the  position  and 
as  Practiced  by  Supervisors  : pay  management  functions  for  which  they  are  responsible  and  provide  opportunities  for 

: supervisors  to  improve  their  skills  on  those  functions. 


5.  Type  of  Report 

/ / Proposal  /X/  Initial  / / Interim  / / Implementation 

Initiation 

6.  Time  Schedule  (Dates) 
rCompletion  of  Study;  Installation 

7.  Submitted  by: 

T.  T.  Townsend,  Chief,  Classification  and  Standards  Div. 

8.  Appi>^ed  for  Agency 

(Signature) 

11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Assigned 

Target:  Progress  as 

of  : Progress  as  of 

To 

Date  : 

12/31 

: 6/30 

10.  Project  Plan  Data 

A.  Arrange  for  detail  of  agency  classifier  to  Classification 

Townsend 

Sept. 1 ; 

and  Standards  Division  for  2 months  to  study  and  report  on 

what  has  been  done  in  this  and  other  Departments  to  help 

supervisors  discharge  their  position  and  pay  management 

responsibilities  more  efficiently. 

1.  In  his  report,  have  detailer  identify  types  of  super- 

Detailer 

Nov.l  : 

visory  aids  that  are  used,  with  examples,  wherever 

possible . 

2.  Have  detailer  also  design  questionnaire  to  distribute 

Detailer 

Nov. 1 ; 

to  sample  group  of  supervisors  for  views  on  kinds  of 

opportunities  and  aids  they  need  to  improve  their  skills 

and  to  determine  what  additional  responsibilities,  if 

any,  they  feel  they  should  have  for  the  classification 

and  pay  functions. 

B.  Appoint  task  force  to  review  report  prepared  under  step  A 

Townsend 

Nov. 8 . 

and  convert  it  into  blueprint  for  action  to  give  supervisors 

the  information  and  opportunities  they  want  and  need  to  carry 

out  their  position  and  pay  management  responsibilities  more 

efficiently. 

C.  Plan  assignments  to  be  made  to  individual  members  of  task 

Townsend 

Dec. 15  1 

force,  or  to  another  detailer,  to  implement  as  many  of  the 
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Supplemental  Sheet 


Assigned 
To 


Target: 

Date 


Progress  as  of 
12/31 


Progress  as  of 
6/30 


10 o Project  Plan  Data 


recommendations  developed  under  the  action  taken  on  step  B 
as  possible  by  the  end  of  the  fiscal  year. 


in 
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OP-1  Uo  S.  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 

1.  Classification 

No.  5 : Category:  Personnel  Management 

2.  Date  of  Report  :3.  Project  No. 

6-25-63 •QF-1Q4 

4o  Project  Tit^e 

Occupational  Standards 
Maintenance  Program 

Project  Objective: 

To  develop  a Department  guide  for  reviewing,  evaluating,  and  preparing  comments  and 
suggestions  on  CSC  drafts  of  occupational  standards,  and  to  validate  standards  for 
wage  board  positions. 

5.  Type  of  Report 

/ / Proposal  / / Initial  / Interim  / / Implementation 

6.  Time  Schedule  (Dates) 

Initiation  :Completion  of  Study:  Installation 

7.  Submitted  by: 

T.  T.  Townsend,  Chief,  Classification  & Standards  Division 

8.  App^^e^  f^  A^n^^  Signature) 

11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

A,  Develop  a draft  to  describe  steps  taken  and  consideration^;  Marx 
usually  involved  in  reviewing  tentative  standards  received  ; 
from  CSC.  : 


Fiscal 

1964 


1.  Collect  copies  of  comments  prepared  by  agencies  on  ; 

tentative  standards  and  review  to  identify  existing  ten-  ; 
dencies  and  practices  in  preparing  such  comments.  : 

2.  Select  examples  of  comments,  both  good  and  not  so  ; 

good,  to  discuss  with  agency  representatives  before  deter-j 
mining  which  to  include  in  final  check  list.  ; 

3.  Complete  a list  of  "do's"  and  "don'ts"  to  be  consid-  . 

ered  by  agencies  in  reviewing  and  preparing  comments  on  ; 
standards  drafts.  * 

4.  Talk  with  agency  representatives  about  some  of  the  . 

problems  they  encounter  in  effort  to  obtain  adequate  . 

review  of  proposed  standards,  including  their  relation-  . 
ships  with  program  officials  and  personnel  staff  in  the  . 
field  whose  views  are  solicited  on  these  proposals.  . 

Through  understanding  reached  in  this  manner,  write  a ; 
guide  that  will  include  the  features  mentioned  and  be 
issued  as  a means  of  securing  better  comments  and  sug- 
gestions for  use  in  developing  a Department  position  on 
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Supplemental  Sheet 


OP -104 


10 o Project  Plan  Data 

standards  drafts  in  the  future. 

B.  Begin  validation  study  of  standards  for  wage  board  jobs 
by  obtaining  statistics  on  current  series  and  grade  levels  of 
these  jobs  in  the  Department,  by  agency.  Compare  results 
with  definitions  in  Wage  Board  Manual.  Compile  data  to  show 
which  series  and  levels  are  either  not  used  by  the  agencies 
or  not  described  in  the  Manual.  Review  results  with  the 
agencies  to  determine  need  for  changing  some  of  the  standards 

C.  Conduct  critical  review  of  qualification  standards  for 
wage  board  positions  issued  by  the  Civil  Service  Commission. 
Distribute  copies  to  agencies  to  apply  under  test  con- 
ditions, and  analyze  their  comments  on  results  to  determine 
Department -wide  applicability.  Obtain  approval  of  the  Civil 
Service  Commission  on  changes  necessary  to  make  the  standards 
meet  Department  requirements. 


Assigned  ; Target 
To  ; Date 


Progress  as  of 
12/31 


Progress  as  of 
6/30 


Marx 


Marx 
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1.  Classification 


OP-1  U«  S,  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


No. 


2.  Date  of  Report 
6-25-63 


; Category; Personnel  Management 


:3.  Project  No. 
:0P- 105 


4.  Project  Title 
Interdepartmental  Exchange 
of  Classification  Informa- 

tioa, 


Project  Objective; 

To  establish  interdepartmental  exchange,  to  be  operated  by  classification  and  pay 
specialists,  on  position  and  pay  management  problems  and  projects  of  current  interest, 


5.  Type  of  Report 

/^  / Proposal  / / Initial  / / Interim  / / Implement  at  ion 


6.  Time  Schedule  (Dates) 


Initiation 


cCompletion  of  Study:  Installation 


8.  Approved  for  Ag§ncy^( Signature ) 


7.  Submitted  by: 

T.  T.  Townsend,  Chief,  Classification  & Standards  Division 


11.  Cost  Data 


9.  Title 

Director  of  Personnel 


Assigned 

Target 

Progress  as  of 

Progress  as  of 

To 

Date 

12/31 

6/30 

10.  Project  Plan  Data 

A.  Select  3 members  of  Classification  Council  to  serve  as 

Townsend 

Aug.  1 

program  committee  and  meet  with  them  regularly  to  plan  bi- 
monthly programs,  the  primary  purpose  of  which  will  be  to 
exchange  information  about  significant  changes  in  grade 
structure  and  organization  patterns  in  this  and  the  other 
departments,  and  to  obtain  as  much  concerted  action  as  seems 
desirable  and  possible  on  problems  of  mutual  concern. 


1.  Call  on  agencies  to  provide  secretarial  assistance 
for  bimonthly  meetings  and  to  transcribe  recordings  of 
speeches  and  other  program  material. 

2.  Publish  the  transcribed  recordings  for  distribution 
through  personnel  offices  of  the  Department. 
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OP-1  Uo  S,  DEPARTMENT  OF  AGRICULTURE  : 1.  Classification 

5-63  Office  of  Personnel  ;No, 5 ; Category: Personnel  Management 

PROJECTED  WORK  PLANS  and  :2.  Date  of  Report  :3.  Project  No. 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT : 6-25-63 ; OP -106 


4.  Project  Title 

Classification  Handbooks 
and  Manuals 


Project  Objective: 

To  edit  and  arrange  for 
needed  to  achieve  other 


the  duplication  or  printing 
position  and  pay  management 


of  the  handbooks  and  manuals 
project  objectives. 


5.  Type  of  Report 

6.  Time  Schedule  (Dates) 

/X  / Proposal  / / Initial  / / Interim  / / Implementation 

Initiation 

:Completion  of  Study:  Installation 

7.  Submitted  by: 

T.  T.  Townsend,  Chief,  Glassification  & Standards  Division 

8.  Approved  for  Agency  (SJ.gnature) 

CU.^  ^ 

11.  Cost  Data 

9.  Title 
Director 

of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

A.  Appoint  3 members  of  the  Classification  Council  to  serve 
as  an  editorial  committee.  Make  its  first  assignment  the 
collection  of  reference  materials  that  will  help  detailers 
on  other  classification,  standards,  and  pay  management  pro- 
jects prepare  the  drafts  of  handbooks,  manuals,  etc.,  for 
which  they  are  responsible. 

Townsend 

Sept. 1 

B.  Use  the  committee  to  edit  and  arrange  for  the  typing  and 
reproduction  of  mss.  received  from  committees  and  project 
leaders  on  other  classification,  standards,  and  pay  manage- 
ment subjects.  Also  use  the  committee  to  develop  ideas 
about  printing  and  publishing  this  material  which  will  make 
it  visually  attractive  and  give  it  added  reader  appeal. 

ft 

II 

C,  The  following  are  listed  to  indicate  the  types  of  pub- 
lications with  which  the  Editorial  Committee  will  be  con- 
cerned (priorities  for  preparing  and  publishing  individual 
items  on  the  list  to  be  established  by  the  Classification 
Council) : 

f? 

M 

1.  Supervisor's  Handbook  of  Position  and  Pay  Management 
Rules  and  Procedures 

2.  Occupational  Standards  Handbook  for  Supervisors 
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Assigned 

To 

5 Target 
Date 

Progress  as  of 
12/31 

; Progress  as  of 
6/30 

10 0 Project  Plan  Data 

3.  Classification  Training  Manual 

Townsend 

Sept. 1 

4.  Plain  Text  Edition  of  Position  and  Pay  Management 
Statutes  for  Supervisors 


5.  Brochures  on  such  topics  as  "The  Role  of  Classifica-  ; 
tion  Audits  in  Program  Evaluation  and  Management  Apprai-  . 
sal,"  "The  Nature,  Purpose,  and  Use  of  Position  Classi-  ; 
fication  Factors,"  "Decision-Making  in  the  Classification: 
and  Pay  Management  Area,"  and  a series  on  "classification; 
in  action"  which  would  show  the  relation  of  classification 
to  other  management  processes  - e.g..  Classification  and  ; 
the  Budgeting  Process;  Classification,  Organization, and  ; 
Job  Design;  Classification  and  Manpower  Utilization;  ; 
Classification  and  the  Examining,  Recruitment,  and  ; 
Placement  Function. 
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EMPLOYEE 


DEVELOPMENT  DIVISION 


OP-1  Uo  So  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 
4o  Project  Title 
Interagency  Management 
Development  Program 


1.  Classification 


No< 


2o  Date  of  Report 
June  21.  1963 


Category; 


Personnel  Management 


Project  No, 
OP-200 


Project  Objective:  To  speed  up  developiaent  of  UJDA  managers  and  make  really  good 
management  a 'i-/ay  of  life'’  in  UJD.i,.  Thus,  the  interagency  managerial  development 
program  is  aimed  tov/ard  broadening  the  horizons  of  our  managers  and  stimulating 
imasinat ion . creativity  and  vision.  (bee  PPRM  Kos , 103-114,  117  C 118 


5o  Type  of  Report 


7o  Submitted  by: 

E.  R.  Draheim.  Chief.  Employee  Development  Division,  OP 

8.  Approved  for  kgi 

jnc^  (Si^ature) 

11.  Cost  Data 

The  cost  of  this  program,  is  to  be  paid  through  the 

9.  Title 
Director 

of  Personnel 

..'orking  Capital  Fund  on  the  basis  of  agency 
participation. 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30  ' 

10.  Project  Plan  Data 

n.  Seminars  in  Executive  Development  (SED) 

(oee  PPRM  Ko.lll) 

(1)  .i  five-day  seminar  program  will  be  conducted  for 
executives  GS  13-18  of  this  Department  plus  State 
Agricultural  .agencies.  Six  such  seminars  are 
projected  for  F.Y.64.  These  will  be  scheduled  to 
include  both  Washington  aiid  field  executives  . 

LaMois 

Bi- 

Monthly 

(2)  Projected  F,Y.64  (SED)  schedule  v/ill  be  submitted 

V7ith  requests  for  nominations  to  agencies  by 

July  15,  1963.  Seminars  will  be  scheduled  approx- 
imately every  6 o days . 

•/estcott 

1/^3 

(3)  Agency  employee  development  officers  will  serve 
as  associate  coordinators  for  each  of  the  SED 

Programs  during  F.Y.64. 

LiiMois 

Bi- 

Monthly 

6,  Time  Schedule  (Dates) 


Initiation 
July  1962 


:Completion  of  Study:  Installation 
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Assigned 

To 

Target:  Progress  as  of 

Date  : 12/31 

Progress  as  of 

6/30 

10 0 Project  Plan  Data 

B.  Seminars  in  Middle  Management 

• 

• 

« 

(See  PPP^I  No. Ill) 

(l)  Seminars  in  Middle  Management  (SIMM)  will  be 

Buchanan 

S/63  • 

conducted  as  a five-day  live-in  program  for  both 

C'. 

kVashington  and  field  personnel  . This  program  is 

Cont . 1 

focused  toward  middle  managers,  primarily  GS  11-13. 

(2)  Five  vv'ashington,  D.C.  area  (SIMM)  programs  have 

Valadez 

8/63  ; 

been  scheduled  for  F.Y.64  v/ith  agency  nominations 

10/63  ; 

requested  as  per  target  dates . 

1/54 

3/64 

5/54  : 

• 

(3)  The  following  five  field  locations  have  been 

Smith 

• 

• 

selected  for  (SIMM)  programs  for  F.Y.64; 

• 

• 

Atlanta,  oeorgia--  

9/63  : 

San  Francisco,  California 

11/63  * 

Dallas,  Texas 

2/64 

St.  Paul,  Minnesota 

4/64 

Indianapolis,  Indiana 

6/64  ; 

(4)  For  the  field  (SIMM)  programs  for  F.Y.64,  agency 

Smith 

9/63 

employee  development  officers  at  or  near  location 

11/63  • 

of  seminar  scheduled  will  seive  as  associate 

2/64 

coordinators  assisting  staff  members  of  the 

4/64 

Employee  Development  Division,  OP,  V7ith  planning, 

6/64  ; 

organization  and  conducting  these  seminars . 

• 

• 

• 

• 

• 

• 

« 

• 

•- 

• 

• 

• 

• 

• 

• 
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10 o Project  Plan  Data 

C . Evaluating  lianagement  Development  Programs 

(See  PPRM  no. 29) 

(1)  three-step  process,  developed  in  cooperation 
with  OP  Pvesearch  Staff,  will  be  used  to  attempt 
to  evaluate  effectiveness  of  Management  Develop- 
ment Programs . 

(a)  Before  and  after  questionnaires  to  partic- 
ipants and  their  supervisors. 

(b)  Whenever  possible,  meetings  v/ill  be  held  with 
participants  prior  to  and  after  training. 

(c)  The  final  evaluation  step  v/ill  be  completed 
approximately  six  months  after  participants 
have  completed  their  seminars. 

(2)  This  evaluation  effort  will  be  a continuous 
operation  during  F.Y.64  with  periodic  reports 

on  results  submitted  to  agencies  and  participants. 

D . Special  Management  Development  Projects 

(oee  PPRM  Mos  . Ill  &.  118) 

Special  seminars  and  programs  will  be  planned,  sched- 
uled, and  conducted  which  relate  to  over-all  management 
development  in  USDA . 


Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Buchanan 

7/63 

r 

Oc 

6: 

LaMois 

Cont . 

Buchanan 

7/63 

a 

LalTois 

Cont . 

Buchanan 

7/63 

& 

Laiiois 

Cont  . 

Buchanan 

7/63 

u 

& 

LaMois 

Cont . 

Westcott 

8/63 

& 

Cont . 

Buchanan 

7/63 

& 

& 

LaMois 

Cont  . 

Progress  as  of 
6/30 
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(1)  Kenner -Tregoe  Hanagement  Decision  Making  and 

Problem  ^malvsis 

Eight  five-day  sessions  have  been  scheduled  for 

Department  managers  during  F.Y.64  at  the  follov/ing 

locations : 

Washington  Area 

Denver,  Colorado 

San  Francisco,  California 

St . Paul , Minnesota 

Washington  Area 

Atlanta,  Georgia 

St.  Louis,  Missouri 

Washington  -i-rea — 

(2)  Special  Management  Development  Seminars 

(a)  Special  two  to  four  hour  Management  Development 
Seminars  will  be  organized  and  conducted  both 
in  Vvashington  - Beltsville  area  and  field 
locations  during  F.Y.64. 

(b)  It  is  projected  that  a total  of  ten  such 
meetings  will  be  held. 

(c)  Participants  of  SED  and  SIMM  programs  plus 
other  available  Department  managers  will  be 
invited  to  attend  these  special  seminars. 

(d)  Department  executives  from  the  Secretary's 
Office,  Agency  Heads  plus  noted  resource 
people  from  industry  and  universities  will 
be  scheduled  to  meet  these  groups  and  lead 
discussions  on  current  and  timely  svlbjects. 


Assigned  s Target 


Progress  as  of 


Progress  as  of 


To 


Date 


12/31 


6/30 


Buchanan 


7/63 

6c 


Cont . 


7/63 

8/63 

9/63 

10/63 

11/63 

1/64 

2/64 

3/64 


LaMois 

9/63 

6c 

6c 

Buchanan 

Cont'. 

LaMois 

9/63 

6c 

6c 

Buchanan 

Cont . 

LaMois 

9/63 

6c 

6c 

Buchanan 

Cont . 

LaMois 

9/63 

& 

6; 

Buchanan 

Cont . 

II  '• 


1 - ("vJ  Ji 


? . ' • ■ 


- '?f  »»M^.  {-^ 

- •'  -s  - 

•'  '.^1  ■Mi*i»^~ 


....  ■■■  ■■■ 


, Npi;. 


■ ” ' ' :^  ' . ':■■■'  <t  " : K ■' 

■ ‘ -’‘■'^  t''  ..  <•.?/- ,■'^4; 


'x 


rl  Til 


!X:-  >'-j\' ' . ■n«^ri‘:?-‘;’'vki(^u;p^^^  i' 

i-iJiW  ^^4.  - ii'  ' r-r*  t/n/j.  ,„ 


- ■^.  - . C.  '4^’.^■!  s^‘;--.'  -■  .,l 

. !-  vr  * ii2jfe?^;  v - ;^'  „■ 


i-ti/'  « 

.... '.Aj..  .v=^.  r ./?{■  > ;,  ;■■.  .- 

^*s?i  ...-m;,,  2c«o'.Sf|,  wfn  a,  .svai.;*f.ad^;7^  i.  ; ' 

..i^v>5  SU!S“«''(.t;:i  t '-a" ■ 

.",  I'. <» 


June  21 , 1963  Supplemental  Sheet 


OP-200 


10 o Project  Plan  Data 

(3)  New  and  Emerging  Management  Development  Projects 

iis  new  and  emerging  management  development  projects 
come  into  focus  during  F.Y.64,  steps  will  be  taken, 
as  manpower  permits,  to  staff  them  out  effectively 
so  that  action  taken  will  bring  desired  results. 
Included  will  be  the  following  plus  others  that 
will  be  ''born''  as  the  year  progresses. 

(a)  National  Survival  Training 


(b)  Peace  Corps  (U3DA  Cooperation) 


(c)  Congressional  Operations  Program 


(d)  University  Fellowships  and  Scholarships 


(e)  Executive  Review  Meetings 


Assigned  i Target:  Progress  as  of 
To  : Date  : 12/31 


Draheim, 

Buchanan 

6: 

Laliois 


Buchanan 


Draheim 


Rasmussen 


Smith 


LaMois 


7/63 

& 

Cont 


7/63 

& 

Cont 

7/63 

A 

Cont 

7/63 

& 

Cont 

7/63 

& 

Cont 

7/63 

6c 

Cont 


Progress  as  of 
6/30 
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1.  Classification 


OP-1  Uo  S.  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


No. 


2.  Date  of  Report 
June  21 , 1963 


Category; Personnel  Management 


3. 


Project 

OP-201 


No. 


4o  Project  Title 

Department  Management 
Intern  Program 


Project  Objective:  To  maintain  Departmentwide  program  including  recruitment, 
placement,  training,  rotation  and  promotion  of  Management  Interns  to  insure  a 
continuous  inflow  of  high  quality  managerial  potential.  (See  PPRM  No. 111a.) 


5.  Type  of  Report 

/ / Proposal  / / Initial  / -^  / Interim  / / Implementation 


6.  Time  Schedule  (Dates) 


Initiation  rCompletion  of  Study:  Installation 
Cont .operation  j . 


7.  Submitted  by: 

E.  R.  Draheim,  Chief,  Employee  Development  Division,  OP 


8.  Apprpv^d  for^ 


ge^i^y 


gnature) 


11.  Cost  Data 


9.  Title 

Director  of  Personnel 


Assigned 

To 


Target 

Date 


Progress  as  of 
12/31 


Progress  as  of 
6/30 


10.  Project  Plan  Data 
A.  Recruitment  of  Management  Interns 

(1)  Provide  Departmentwide  leadership  in  recruiting 
M.I.'s,  including  direct  contact  with  key  facultv 
members  at  75-80  colleges  and  universities. 

(2)  Establish  new  criteria  and  procedure  for  recruit- 
ing M.I.'s  in  U3DA. 

(3)  Complete  and  publish  new  U3DA  M.I.  recruitment 
brochure . 

(4)  Represent  U3DA  on  all  contacts  with  C3C  in 
recruiting  M.I.'s,  including  selection  Jfrom 
“round  robin." 


Rasmussen  ^3/ 63 
& 

JCont . 


niasmussen 


10/63 


Siasmussen  9/63 


S.asmussen  2/64, 
^/64 
& 

Cont . 


(5)  Consult  with  agencies  and  staff  offices  to  firm 
up  specific  needs  and  placement  requirements  for 
M.I.'s  during  F.Y.64  and  issue  summary  report  to 
agencies . 


iRasmussen 


11/63 
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B.  Placemeiit  of  Management  Interns 

(1)  Arrange  for  and  interview  all  M.I.'s  interested 
in  USDA , 


(2)  Assist  USDA  agencies  with  speedy  placement  of 
quality  M.I.'s. 

C . Training  Management  Interns 

(1)  Organize,  implement  and  conduct  an  effective 
training  program  for  all  nev/  M.I.'s  in  USDA, 
including  weekly  seminars,  rotational  assignments, 
special  projects,  and  other  activities  related  to 
rapid  development  of  M.I.'s. 

(2)  Interview  all  new  M.I.'s  employed  in  USDA  and 
approve  individual  training  plans  submitted  by 
employing  agency. 

(3)  Give  Departmentwide  leadership  and  follow-through 
on  stepping  up  the  tempo  of  recruitment,  place- 
ment, training,  evaluation,  advancement  and  use 
of  M .1 . ' s in  USDA. 

D . Improving  M.I.  Program 


Recommend  to  the  CSC  and  implement  changes  to  improve 
Management  Intern  Programs  in  USDA  and  elsev/here  in 
government . 


Assigned  s Target 
To  ; Date 


Rasmussen 


7/63 

6c 

Cont 


Progress  as  of 
12/31 


Progress  as  of 
6/30 


Rasmussen 


7/63 

5c 

Cont . 


Rasmussen 


7/63 

6c 

Cont . 


Rasmussen 


7/63 

6c 

Cont . 


Rasmussen 


1/64 

6 

Cont . 


Rasmussen 


11/63 

6: 

Cont . 
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1,  Classification 


OP-1  Uo  S.  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


No. 


2.  Date  of  Report 
June  21,  1963 


Category: Personnel  Management 


3. 


Project  No. 
OP-202 


4„  Project  Title 
General  Training 


Project  Objective:  Provide  continuous  leadership  to  agencies  in  the  development  and 
initiation  of  training  policies,  plans  and  programs,  administration  of  Training  Act 
and  planning,  conducting  and  coordinating  training  activities  for  interagency  and 
Department  participation.  Plan,  organize,  develop  and  conduct  pilot  programs  as 


5.  Type  of  Report  necessary. 

/ / Proposal  / / Initial  f)L  / Interim  / / Implementation 


6.  Time  Schedule  (Dates) 


Initiation  :Completion  of  Study:  Installation 
Cont . operation  : : 


7.  Submitted  by: 

£.  R.  Draheim,  Chief,  Employee  Development  Division,  OP 


8.  Appr^^^^^^f^  Ag^cy 


Signature) 


11.  Cost  Data 


9.  Title 

Director  of  Personnel 


Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30^ 

Project  Plan  Data 

Administration  of  P.L,  85-507  (Jee  PPRM  Nos. 30  & 31) 

(l)  Administer  current  Department  policy  for  effective 
utilization  of  the  Government  Employees'  Training 
.^ct.  (GETA) 

Buchanan 

Cont . 

(2)  Develop  new  Department  policies  and  procedures  as 
such  needs  may  arise  and  issue  necessary  regula- 
tions, after  reviev;  by  the  agencies,  in  administer- 
ing the  Government  Employees'  Training  Act. 

(See  PPRii  No. 7) 

Buchanan 

7/63 

6c 

Cont . 

(3)  approve  training  in  all  cases  requiring  Depart- 
mental review. 

Buchanan 

Cont . 

(4)  Coordinate  participation  for  USDA  employees  in  all 
training  activities  conducted  in  the  Washington, 

D.C.  area  by  Federal  agencies. 

Kravitz 

6c 

Valadez 

Cont . 

(5)  Issue  appropriate  and  necessary  training  announce- 
ments to  agencies  about  in-service  and  out-service 
training  opportunities. 

Kravitz 

6c 

Valadez 

Cont , 
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Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

(6)  Develop  criteria  and  procedure  for  nominations  and 
selection  of  participants  in  national  scholarship 
and  training  awards  programs . 

Buchanan 

8/63 

& 

Cont  . 

(7)  Coordinate  Department  evaluation  of  training  in 
cooperation  with  CSC  training  evaluation 

Clearinghouse  activities. 

Buchanan 

Cont  . 

B.  Secretarial  Training 

(1)  Provide  continuous  leadership  to  the  agencies  with 
guidance  in  development,  planning,  ‘‘piloting  out“ 
and  conducting  USDA  interagency  secretarial  train- 
ing both  in  Washington,  D.C.  and  field. 

Lynch 

Cont . 

(2)  Develop  a two  to  three  day  interagency  secretarial 
training  seminar  for  beginning  secretaries . 

Lynch 

8/63 

(a)  Schedule  six  interagency  beginning  secretarial 
training  seminars  for  Washington,  D.C.  area 
and  three  at  selected  field  locations  for 

F.Y.64. 

Lynch 

8/63 

(b)  Issue  schedule,  plus  course  content  and  criteria 
for  selection  and  nomination  to  agencies. 

Lynch 

3/63 

(3)  Develop  a two  to  three  day  interagency  secretarial 
training  seminar  for  advanced  secretaries . 

Lynch 

8/63 

(a)  Schedule  four  interagency  advanced  secretarial 
training  seminars  for  Washington,  D.C.  area 
and  three  for  selected  field  locations  for 

F.Y.64. 

Lynch 

8/63 

(b)  Issue  schedule,  plus  course  content  and  criteria 
for  selection  and  nomination  to  agencies. 

Lynch 

8/63 
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(4)  Special  short  period  interagency  secretarial  train- 
ing sessions  will  be  organized  and  conducted  in  the 
VJashington  - Beltsville  area  on  specific  subjects 
such  as  mimeographing  techniques , telecommunica- 
tions systems  and  other  developing  timely  items 
in  order  to  keen  secretaries  current  and  up  to 
date . 


Lynch 


7/63 


C.  Orientation  Training  (See  PPRM  Ko.24) 


(1)  A comprehensive  Departmentwide  orientation  training 
program  will  be  developed  for  use  in  the  Washington 
Beltsville  area.  This  program  will  incorporate 
orientation  to  the  Department  as  formally  provided 
plus  greater  recognition  of  the  employees'  needs 
upon  entering  on  duty. 


Lynch , 
Smith 

6c 

Rasmussen 


8/63 


(2)  These  orientation  sessions  will  be  scheduled 

periodically  throughout  F.Y.64  dependent  upon  the 
number  of  employees  needing  this  type  of  training. 


Lynch, 

Smith 

& 

Rasmussen 


7/63 

4 

Cont  . 


(3) 


Orientation  for  field  employees:  A study  will  be 
conducted  with  agencies  to  determine  the  need  and 
advisability  of  Department  interagency  orientation 
material  and  training  sessions  for  employees  enter- 
ing on  duty  with  the  Department  at  major  field 
locations . 


Smith 

6c 


12/63 


Rasmussen 
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D.  Training  Publications  and  iiids  (See  PPilM  Ko.24) 

(1)  Revise,  update  and  publish  1963  edition  of 
"Employee  Handbook.'* 

Lynch 

7/63 

(2)  Initiate  action  toward  necessary  revision  and  up- 
dating of  next  issue  of  "Employee  Handbook." 

Lynch 

3/64 

(3)  S.evise,  update  and  publish  "Guide  to  Better 

Understanding  the  U.  S.  Department  of  .igriculture 
(1963  edition  of  both  booklet  and  slides) 

Lynch 

7/63 

(4)  Completely'  revise,  update  and  publish  1963  edition 
of  "Guide  to  Supervisors."  (See  PPRI-I  Kos.93  & 97a.) 

Smith 

9/63 

(5)  "Tips  on  Personnel  Management  for  Supervisors" 
will  continue  to  be  developed,  edited,  prepared 
for  printing,  published  and  issued  during  F.Y.64. 

(See  PPPdi  Eos.  6 8) 

Smith 

r 

o: 

Rasmussen 

Monthly 

(6)  Special  issues  of  "Tips"  v/ill  be  developed  and 
issued  as  urgent  needs  arise  for  the  Director  to 
communicate  with  all  employees.  (See  PPilM  Nos. 6 oc  8) 

Smith 

6e 

"Rasmussen 
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OP-1  Uo  S.  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1.  Classification 

No.  5 ; Category; Personnel  Management 

2.  Date  of  Report  :3,  Proiect  No. 

J^ne  21,  1963 ; OP-203 


4.  Project  Title 

College  and  University 
Relations 


Project  Objective: Provide  Departmentwide  leadership  to  colleges  and  universities  by 
keeping  them  informed  of  current  and  projected  USDA  recruitment  and  training  needs 
through  the  Joint  Land-Grant  College  - USDA  Committee  on  Training  for  Government 


Service . 


5.  Type  of  Report 

6.  Time  Schedule  (Dates) 

/ / Proposal  / / Initial  /X/  Interim  / / Implementation 

Initiation  :Completion  of  Study:  Installation 

Cont . operation:  ; 

7.  Submitted  by: 

E.  R.  Draheim,  Chief,  Employee  Development  Division,  OP 

8.  ApproA^  for  Agen^  (Signature) 

11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

A.  Liaison  with  Land -Grant  Institutions 

(1)  Serve  as  Co-Chairman  and  provide  aggressive 
leadership  to  the  Committee. 

Barnes 

Cont . 

(2)  a.s  member  of  Committee,  provide  liaison  with 

Land-Grant  Institutions  on  matters  related  to 
preparation  and  training  for  Government  Service. 

Draheim 

Cont . 

B.  Develooins  Plans  for  Joint  Committee  Work 

(1)  Recommend  changes  in  Department  membership  on  the 

Joint  Committee  and  issue  Secretary's  Memorandum 
announcing  changes . 

Draheim 

1/64 

(2)  Work  with  Committee  members  in  developing  course 
of  action  and  agendas  for  meetings. 

Draheim 

10/63 

& 

2/64 

(3)  Develop  agendas  from  items  agreed  to  by  all  members 
and  issue  announcements  for  scheduled  meetings  of 
the  entire  Joint  Committee 

Lynch 

10/63 

& 

3/64 
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(4)  Arrange  for  facilities  and  details  for  all 
Committee  meetings. 

C . Conduct  of  Committee  Meetings 

(1)  Keep  alert  to  matters  which  should  be  brought  to 
the  attention  of  the  Committee. 

(2)  Brief  discussion  leaders  so  that  they  will  be 
properly  prepared  and  present  as  scheduled. 

(3)  Serve  as  Executive  Secretary  to  the  Joint 
Committee . 

(4)  Develop  reports  on  Meetings  and  see  that  tney  are 
distributed  and  effectively  utilized.  Regular 
distribution  is  to  Committee  Members,  Agency  Heads, 
Personnel  Officers  and  Land-Grant  Institutions. 

D . Follow  Up  on  Committee  Decisions 

(1)  Develop  and  take  specific  action  to  implement 
each  recommendation  made  by  the  Joint  Committee. 

(2)  Develop  the  1963  Annual  Report  of  the  Joint 
Committee  for  approval  of  the  Committee  at  the 
November  1963  Meeting. 

E . Evaluation  of  Results  of  Joint  Committee  Work 


Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Lynch 

10/63 

& 

3/64 

Draheim 

Cont . 

Lynch 

11/63 

& 

4/64 

Lynch 

Cont . , 

Lynch 

11/63 

& 

4/64 

Lynch 

7/63 

& 

Cont . 

Lynch 

10/63 

Draheim 

Cont . 

Progress  as  of 
6/30 
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OP-1  U,  S.  DEPARTMENT  OF  AGRICULTURE 

5-63  I Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1.  Classification 


No. 


2.  Date  of  Report 
June  21 . 1963 


Category:  Personnel  Management 


:3. 


Project  No. 
OP -204 


4,  Project  Title 
Department  Leadership  in 
Keeping  Current  in  Training 
Area 


Project  Objective:  To  provide  Departmentwide  leadership  and  coordination  in  keeping 
Training  Officers  and  other  USDA  officials  in  focus  with  current,  new  and  develop- 
ing training  activities  in  USDA,  other  government  agencies,  industry,  universities 
and  elsewhere. 


5.  Type  of  Report 

/ / Proposal  / / Initial  /X  / Interim  / / Implementation 


6.  Time  Schedule  (Dates) 


Initiation  :Completion  of  Study:  Installation 
Cont . operation: | 

8.  Approv^for  Agency  (Si^ature) 


7.  Submitted  by: 


11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

A.  Training  Officers'  Seminars  (See  PPRM  No. 29) 

(1)  These  Training  Officers'  Seminars  are  planned, 
organized  and  conducted  under  the  direction  of  a 
Program  Committee  appointed  by  the  Director  of 
Personnel  the  beginning  of  each  fiscal  year. 

Agency  Training  Officers  are  rotated  as  members 
of  this  Program  Committee. 

Draheim 

7/63- 

(2)  Staff  member.  Employee  Development  Division,  serves 
as  coordinator  for  this  Program  Committee  that 
plans,  organizes,  issues  notices  and  conducts  these 
monthly  seminars  attended  by  Training  Officers, 
Personnel  Officers  plus  other  management  and 
program  officials.  Programs  include  a wide  variety 
of  resource  people  who  discuss  subjects  of  current 
interest . 

Buchanan 

Monthly 

B.  Training  Officers'  Luncheons  (See  PPRM  No. 29) 

Twice  each  month  all  USDA  Training  Officers  hold  a 
luncheon  meeting  conducted  by  rotational  chairmanship. 
Employee  Development  Division,  OP,  coordinates  the 
scheduling  of  this  program  and  assigns  the  rotation 

Kravitz 

Bi- 

Monthly* 
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chairman.  This  media  of  communication  is  used  to  keep 
all  USDA  training  personnel  informed  of  latest  develop- 
ments and  current  training  opportunities  throughout 
the  Department,  other  government  agencies,  industry, 
universities  and  elsewhere. 


Assigned 
To 


Target 

Date 


Progress  as  of 
12/31 


Progress  as  of 
6/30 
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OP-1  Uo  S.  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1»  Classification 

No. 5 : Category; Personnel  Management 

2.  Date  of  Report  :3.  Project  No. 

June  21,  1963  : OP-205 


4o  Project  Title 
New  Trends  and  Technology 
in  Developing  People 


Project  Objective:  Xo  provide  Departmentwide  leadership  and  coordination  in 
performing  necessary  research  and  "piloting  ouf  developmental  programs  on  new 
trends  and  technology  concerned  with  developing  people. 


5.  Type  of  Report 

6.  Time  Schedule  (Dates) 

/ / Proposal  / / Initial  /X/  Interim  / / Implementation 

Initiation  :Completion  of  Study:  Installation 

Cont . operation:  : 

7.  Submitted  by: 

E.  R.  Draheim.  Chief,  Employee  Development  Division,  OP 

11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

A.  Gearins  U3DA  Training  for  1973  (See  PPRI'i  No. 29) 

Study,  evaluate,  initiate  and  develop  new  tecnniques 
and  methods  for  developing  people  - projecting  througli 
1973. 

Draheim 

7/63 

6c 

Cont  - 

B.  ^iDP  (MOHR)  in  Developing  People  (See  PPRM  Kos.37  6:  38) 

Solid  thought,  research  in  depth  followed  by  action  is 
needed  to  determine  the  impact  of  ADP  (MOHR)  on  future 
training  efforts  in  USDA 

LaMois , 
Smith 
& 

Rasmussen 

7/63 

6c 

Conr  . 

C.  Programmed  Learning 

(1)  A special  task  force  chaired  by  a staff  member  of 
the  Employee  Development  Division,  OP,  will  study 
the  techniques  and  value  of  programmed  learning 
and  its  use  in  developing  people  in  USDA. 

LaMois  , 
Smith 

Cc 

Rasmussen 

7/63 

6c 

Cont . 

(2)  Members  of  this  task  force  will  receive  special 

training  in  programmed  learning  through  Government 
and  University  programs  . 

LaMois , 
Smith 

6c 

Rasmussen 

9/63 

rMSiT  IN-  , , 
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June  21 , 1963 


OP-205 


Supplemental  Sheet 

10 o Project  Plan  Data 

(3)  Task  force  members  will  be  available  to  assist 
Agency  Training  Officers  in  effective  use  of 
programiaed  instructions  . 


D.  Training  Via  T.V. 

Develop  pilot  programs  for  the  use  of  closed  circuit 
T.V.  to  meet  future  training  needs  in  USDA. 

E . Simulation  in  Training 

Develop  pilot  programs  for  use  of  simulation  exercises 
to  meet  future  training  needs  in  USDA. 


F .  Gaming  in  Training 

Develop  pilot  program  for  use  of  '"Gaming"  to  meet 
future  training  needs  in  USDA. 


; Assigned 
To 

Target 

Date 

Progress  as  of 
12/31 

LaMois  , 
Smith 

& 

Rasmussen 

9/53 

Smith 

7/63 

0£ 

Cont  . 

Rasmussen 

£763 

Oi 

Cont . 

Jestcott 

£/63 

Cont . 

Progress  as  of 
6/30 
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EXAMINATION 


Section  5 


/ 


/ / 


AND  EMPLOYMENT 


DIVISION 


OP-1  Uo  So  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1.  Classification 


No. 


2.  Date  of  Report 


Category: Personnel  Management 


. Date  o 

6/26/63 


3o  Project  No. 

:qP  300 


4o  Project  Title 

Recruitment  - Summer  Student 
fii](ployment 


Project  Objective: 

1*  To  maJIse  maximum  xxse  of  the  summer  student  eni|>loyment  program  as  a recruiting  device 
for  career  service. 

2.  To  secure  most  effective  placement  & utilization  of  student  mq^loyees. 


5.  Type  of  Report 

/ / Proposal  / Initial  / / Interim  / / Implementation 

7.  Submitted  by: 

H.  R.  Peecksen.  Chief.  Examination  & Bnployment  Division 

11.  Cost  Data 


10.  Project  Plan  Data 


6.  Time  Schedule  (Dates) 

:Completion  of  Study:  Installation 


8,  Apprwed  for  A^ncv  (Signature) 


proved  tor  Agency, 


9.  Title 

Director  of  Personnel 


Assigned 

To 


Targe  . 
Date 


Progress 
12  ' 


of 


Progress  as  of 
6/30 


1. 


2. 

3. 


Review  the  operations  of  the  I963  summer  program.  Identi- 
fy problem  areas  and  reccmmend  plans  for  an  Improved 
approach  for  summer  1964. 

Gross 

1^30/63 

Obtain  Information  frcm  agencies  as  to  estimated  agency 
needs  for  summer  employment  for  1964. 

Thomas 

2/15/64 

Provide  orderly  referral  of  appUcants  to  agencies  for 
consideration  and  placment  In  positions  appropriate  to 
appUceuxt's  education  and  ccureer  Interests  < 

Thomas 

5/1/64 

! 2 1' 
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OP-l  Uo  So  DEPMTMLNT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 
4o  Project  Title 
Central  Interview  and 
Referral 


lo  Classification 


Noc 


2o  Date  of  Report 

6/27/63 


Category! 


Personnel  Management 


;3o  Project  No, 

OP  301 


Project  Objective: 

1.  To  maintain  current  information  on  agency  personnel  needs  and  trends  in  the  employ- 
ment market . ^ 

2»  To  provide  counsel  and  service  to  applicants  on  employment  opportunities  in  the 


5,  Type  of  Report 
/ / Proposal  /y/  Initial  / / Interim  / / Implementation 


6.  Time  Schedule  (Dates) 


Initiate  o; 


Wfe3 


•.Completion  of  Study:  Installation 


7,  Submitted  by: 

H.  R«  Peecksen,  Chief,  Examination  & Baployment  Div. 


8.  Approy^d  for  hgev^y 

uJL 


ignature) 


11.  Cost  Data 


9.  Title 

Director  of  Personnel 

Assigned 


To 


Target 

Date 


Progress  as  of 
12/31 


Progress  as  of 
6/30 


Project  Ctojective  (continued) 

* Depaxtment  of  Agriculture. 

3,  To  facilitate  and  coordinate  the  review  and  current  \ip- 
datlzig  of  informational  material  developed  outside  the 
Department  of  AgrictiLture . 


k.  To  Insure  that  enployees  reached  in  RIP  are  given  every 
possible  assistance  to  find  suitable  continuous  eoploy- 
ment . 


10.  Project  Plan  Data 

1.  ^ta.lntain  (continuous)  contact  with  agency  employn^nt 
officers  to  he  currently  Infoimed  on  employment  needs. 


Zell  & >contin- 
Howard  ^uous 


2.  Maintain  current  Infoxmatlon  on  employment  market  condl-: 

tlons  through  feed-hack  from  the  agencies,  liaison  with  • Zell  & 
the  Civil  Service  Commission,  InterDepartmental  Place-  • Howard 
ment  Committee,  U.  S.  Qiployment  Service  and  other  sourcAs. 


3.  Interview  applicants  and  refer  qualified  applicants  to 
proper  employment  offices. 


Zell  & 
Howard 


4.  Serve  as  Depsoimient  representative  on  Inter-Departmental 
Placement  Committee  to  exhange  Information  on  Department 
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Supplemental  Sheet  OP  301 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

lOo 

Project  Plan  Data 

needs  and  to  facilitate  the  placement  of  qualified  employ 
ees. 

Zell 

weekly 

5. 

Refer  to  agencies  or  review  aasd  respond  to  employment 
letter  referrals  received  frcm  the  ^Qiite  House,  Memtbers 
of  Congress,  other  Government  officials  and  inquiries 
from  the  general  public. 

Zell  & 
Howard 

contin- 

uous 

6. 

Furnish  information  and  appropriate  prin$:ed  material  in 
response  to  requests  from  placement  counselors  and  the 
general  public. 

Zell  & 
Howard 

If 

7. 

^stematlcally  obtain  feed-hack  Information  on  applicants 
referred  to  keep  currently  infomed  of  the  effectiveness 
of  the  interview  and  screening  processes;  making  adjust- 
ments  as  needed  to  Improve  the  function  and  hotter  serve 
the  agencies. 

Zell  & 
Howard 

It 

8. 

Review  Civil  Service  Commission  recruitment  brochures  con 
talnlng  information  pertinent  to  eigencles  in  i^iculture 
and  make  changes  or  suggestions  to  assure  the^r  accuracy 
and  effectiveness. 

Peecksen 
& Gross 

fl 

9. 

Gather  information  from  agencies  of  the  Department 
develop  employment  hrochures  and  other  appropriate 
materials  for  distribution  to  prospective  a^llcants  and 
general  public. 

Peecksen 
Gross  8s 
K>wax^ 

II 

10. 

MaintcdJi  current  list  of  Group  HI  (TAPER)  employees. 

Zell 

It 

11. 

Review  Groi^  IH  listing  and  refer  qualified  employees 
reached  in  redaction  in  force  to  agencies  for  dl^lace- 
ment  action. 

Zell 

It 

12. 

Refer  enployees  reached  in  RIP  for  consideration  for 
placement  within  the  D^iartment  a^nd  to  other  agencies  of 
the  Government. 

Zell 

It 

13. 

Maintains  current  re-emplo^ment  rl^ts  listing  and  Issues 
notice  to  agencies  restricting  employment  to  affected 
positions. 

Zell 

. 

It 
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OP-1  U,  So  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1. 


No,  5 : Category: 


Classification 


Personnel  Management 


3.,_PrQlect  No. 


4o  Project  Title 

Examination 


Project  Objective: 

1.  To  provide  an  examination  program 


that  will  meet  the  needs  of  the  agencies. 


5.  Type  of  Report 

6.  Time  Schedule  (Dates) 

/ / Proposal  ^ / Initial  / / Interim  / / Implementation 

:Completion  of  Study:  Installation 

7.  Submitted  by:  , ^ 

H.  R.  Peecksen,  Chief,  Examination  and  Employment  Div. 

8.  Approy«d  for  ^gejwy Signature) 

11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

1.  To  anticipate  and  identify  axees  requiring  examination 
program  coverage 

jontinu- 

ous 

2.  Analyze  the  need  to  determine  appropriate  course  of  action 

. 

as  re- 
quired 

3.  Develop  with  Civil  Service  Commission  a plan  for  conduct- 
ing an  appropriate  examination  program  throng  facilities 
of  Civil  SeiTrLce  Commission  and  Soande  of  Examiners 

II 

k.  Represent  the  Department  at  inter-agency  meetings  to 
develop  examining  approaches  to  meet  needs  in  jdbs 
common  to  many  agencies. 

II 

5.  guidance  as  needed  to  Boards  of  Examiners 

continu* 

ous 

6.  Keep  currently  Informed  on  Central  Board  of  Examiners 
c^ratlons  to  Identify  operational  prohlems  and  make 
adjiistments  as  needed. 

It 
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OF-1  U„  So  DEPARTMENT  OP  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 
4o  Project  Title 
Merit  Promotion  Program 


lo  Classification 


;NOc 


;2o  Date  of  Report 

j 6/26/63 


Category;  Personnel  Management 


:3o  Project  No, 

OP  303 


Project  Objective: 

1.  To  study  the  variations  and  modifications  in  a;^roved  agency  promotion  plans  emd  the 
basis  for  the  variations. 

2.  To  evaluate  the  effectiveness  of  the  agency  merit  promotion,  plans  and  the  merit 


5o  Type  of  Report 

/ / Proposal  /X  / Initial  / / Interim  / / Implementation 


6.  Time  Schedule  (Dates) 


Initiation 

7/V63 


:Completion  of  Study:  Installation 


7.  Submitted  by: 

H.  R.  Peecksen^  Chief,  Ebcamination  and  Bxplojiment  Division 

11.  Cost  Data 


8.  Approve^for  Agency  (Signature) 


9.  Title 

Director  of  Personnel 


Assigned 

To 


Target 

Date 


Progress  as  of 

12/31 


Progress  as  of 
6/30 


Pro^ject  Chjective  (continued) 
program  as  a vhole. 

3* *  To  improve  the  effectiveness  of  the  merit  promotion 

program  and  to  promote  the  acceptance  of  the  philosophy 
behind  the  program  by  both  stipervisors  and  employees. 

10.  Project  Plan  Data 

1.  To  review,  analyze  and  tabulate  the  variations  in  the  ^omas  & 
approved  plans  to  Identify  the  basis  for  the  variations,  ^ross 

2.  To  consult  with  the  agencies  to  supplement  the  results  of  * 

the  Division  review.  KIross 

3.  Study  the  methods  used  to  locate  candidates  for  promotion.’Hhamas 

• 

4.  Ascertain  the  rating  factors  used  amd  the  relationship  • 
established  for  these  factors  (e^qperlence,  education,  HSross  & 
appraisal,  tests,  other);  consistency  between  plans.  ^omas 


•continu- 
ous 


5.  Determine  the  ways  in  which  supervisory  appraisals  are 
\ised  to  Identify  the  best  qualified  caixlidates. 


•Gross  & 
Thomas 
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Supplemental  Sheet  OP  303 

lOo  Project  Plan  Data 

6.  Review  the  extent  to  which  tests  are  used;  consistency 
between  plans. 

7*  Review  Civil  Service  Cooimission  Inspection  reports, 
agency  evaluation  r^orts,  grievances  filed,  etc. 

(a)  for  appropriateness  of  the  use  of  the  exertions 
clauseB  in  the  promotion  plan; 

(b)  adequacy  of  records  and  documents. 

8.  Study  the  extent  to  which  executive  development  training 
programs  are  used  in  staffing  and  whether  any  aspect  of 
the  merit  promotion  program  hinders  the  operation  of 
executive  development. 

9*  Survey  of  representative  sample  of  employees  and  8iQ>er- 
vlsors  as  to  the  adequacy,  fairness  and  procedural 
efficiency  of  the  program. 

10.  Study  the  Information  obtained  and  identify  deterents  to 
availability  of  well-qualified  candidates  for  promotion; 
such  as,  moving  costs,  monetary  rewards,  prestige,  and 
artificial  bararlers  restricting  mobility  of  promotable 
candidates,  qualification  requirements. 

11.  Mahe  interim  evaluation  of  the  information  gathered  in 
terms  of  oveiall  effectiveness. 

12.  Staff  report  to  the  Director  as  to  findings. 


Assigned  i Target;  Progress  as  of 
To  : Date  : 12/31 


Progress  as  of 
6/30 


Gross  & 
ihomas 


continu** 
ous  ‘ 


Gross  & 
Thomas 


tl 


If 


Peecksen 
& Gross 


Peecksen 
& Gross 


3/31/6U 


Peecksen  6ontlnu- 
& Gross  ous 


Peecksen  * 

& Gross  ^30/64 


Peecksen 
& Gross 


?/30/64 
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OF-1  Uo  So  DEPARTMENT  01''  AGRICULTURE 

j-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


Classification 


5 ; Category 

Date  of  Report 

6/26/63 


Personnel  Management 
;3o  Project  No, 

: 0?  304 


4o  Project  Title 

^loyee  Utilization 


Project  Objective: 

1,  To  broaden  understanding  of  the  full  scope  of  the  Department's  responsibility  for 
TtigyinTinn  use  Of  ensployee's  abilities^  e3q>erlence  and  skills . 

2.  To  afford  an  opportunity  to  employees  for  achieving  goals  ccmslstent  vlth  their 


5o  Type  of  Report 

/ / Proposal  / / Initial  fx.  / Interim  / / Implementation 


6.  Time  Schedule  (Dates) 


Initiation 

T/l/63 


:Completion  of  Study:  Installation 


7o  Submitted  by: 

H.  R«  Peecksen, 


Chief,  Examination  & Eoploymait  Division 


8.  Approvej^for  Agencj^  (Signature ) 


11.  Cost  Data 


9.  Title 

Director  of  Personnel 


Assigned 

To 


Pro,1ect  Objective  (continued) 


abilities  and  interests 


Target 

Date 


Progress  as  of 
12/31 


Progress  as  of 

6/30 


3.  To  determine  the  type  of  climate  that  makes  for  optimum 
use  of  the  employee's  skill  euod  experience. 

10.  Project  Plan  Data 


1.  Review  Civil  Service  Commission  reports  describing 
methods  used  by  Individual  agencies  and  offices  to 
achieve  maximum  utilization  of  eii5)loyee's  skills, 
aptitudes  and  abilities. 


Peecksen 
& Gross 


continue 
ous  ; 


2.  Study  methods  used  to  identify  en5>loyee's  skills,  apti- 
tudes and  abilities,  such  as; 


(a)  placement  follow  up 

(b ) skills  files 

( c ) multiple  appraised. 

(d)  tests 

(e)  other  methods 


Thomas 
& Gross 


3.  Study  methods  used  by  agencies  to  eliminate  the  "dead- 
end job." 


Th< 


as 

rross 


tt 


It 
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10 <,  Project  Plan  Data 

4.  Study  relationship  of  understudy  and  career  development 
programs  to  the  field  of  employee  utilization. 

5*  Attend  the  meetings  and  seminars  to  obtain  current  inf or 
matlon  on  methods,  techniques  and  proceduares  used  to 
achieve  positive  results  In  Identifying  and  channeling 
the  employee's  abilities,  skills  and  e:qperlence  Into 
the  most  effective  work  eireas. 

6.  Identify  and  make  available  to  agencies  resource 

material  and  information  for  their  use  and  guidance. 


7.  Prepare  and  Issue  suggestions,  recommendations  or 
guides  on  employee  utilization. 


Assigned 
To 


Target; 
Date 


Progress  as  of 
12/31 


Progress  as  of 
6/30 


Gross 


continue- 
ous 


Peecksen 
& Gross 


as 

avail- 

able 


Gross 


as 

avail- 

able 


Peecksen 
& Gross 


as 

developed 
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1.  Classification 


OP-1  U,  So  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


No  = 


Date  of  Report 

6/26/63 


Category! 


Personnel  Management 


;3< 


Project  No, 

OP  305 


4o  Project  Title 

Performance  Evaluation 


Project  Objective: 

1.  To  iiDprove  the  effectiveness  of  performance  evaluation. 


5.  Type  of  Report 

/ / Proposal  /X  / Initial  / / Interim  / / Implementation 


6.  Time  Schedule  (Dates) 


Init^a^^on  :Completion  of  Study:  Installation 


7.  Submitted  by: 

H.  R.  Peecksen,  Chief,  £)caminatlon  8s  Eoaployment  Division 


8.  Approv-ed  for  Agency  (Signature) 


11.  Cost  Data 


9.  Title 


Director  of  Personnel 


Assigned . 
To 

Target 

Date 

Progress  as  of 
12/31 

Thomas 

continu 

8b  Gross 

ous 

as 

Peecksen 

avail- 

8b  Gross 

able 

Peecksen 

as 

8b  Gross 

levelppe 

a 

Progress  as  of 
6/30 


10.  Project  Plan  Data 

1.  To  review  agency  performance  evaluation  plans: 

(a)  For  extent  to  iAiich  perfoimance  standards  are  used, 
understood  and  accepted  by  supervisors  and  employees. 

(b)  Pbr  method  xised  to  accomplish  periodic  appraisal  and 
the  uses  by  management  And  the  employee  of  such 
appraisals. 

(c)  The  status  of  the  performance  evaluation  programs  in 
terms  of  understanding  and  degree  of  acc^tance  by 
management  and  engoloyees. 


concerning  methods  and  techniques  used  in  industry  and 
goverxnnent  And  to  observe  trends  developing  in  this  field. 

3.  Issue  staff  reports  of  findings. 


j-e^  ; 

'V  'TT' 


V 

itUI  ..  -r^, 


m^M 

.^.'-—™.».>.-_  ---wiwi-,.  ^ <! 


- ^ 


^iA*'  . 


^ ■ • ' ■ ' ■ :'  ' '"Ivv  .''ir  ?:^'*'  7’ ,"  ;^i':-i^," 

, ' , ''V'i  ■ ' J.;  . ■■:  ' ' .'-  „'■  '"i;';''^ -"  1 


'1 


. ^ ',jfT  -„v^ 


>*  / ' '” ' 


iv  >'■ 


^r  -rX'f  it  t fcl&iyj,,;? 


■^i  - • -sJ! 


s ^U’tiri  <11 


,.  ;»■  ; ‘ ■'  *4S.;’ 

' & a tTc^^s-iT  .^' 


OP-1  Uo  So  DEPARTMENT  OP  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


Noo 5 : Category; 


1.  Classification 

Personnel  Management 

:3o  Project  No.  ^06 


4o  Project  Title 

Liaison  Activities 


Pronsct  Ob"i6ctiv0* 

1.  assist  the  Civil  Service  Conmission  in  meeting  special  project  needs. 

2.  To  provide  for  the  flow  of  infoimatlon  between  the  Division  and  its  counter]^rts 
in  other  Departments  a»d  with  agencies  of  the  D^a-rtment. 


5.  Type  of  Report 

/ / Proposal  /x  / Initial  / / Interim  / / Implementation 

7.  Submitted  by: 

H.  R.  pef>r»Tfgf>n,  Chief.  Bxamination  & Baployment  Division 

11.  Cost  Data 


6.  Time  Schedule  (Dates) 

Initiation  :Completion  of  Study:  Installation 

7/1/63 : I 

8.  Approved^or  Ag^cy  (Sig^ture ) 

9.  Title 

Director  of  Personnel 


Assigned 


Target 


10, 

1. 


Project  Plan  Data 


To 


Date 


Serve  as  contact  officer  between  Department  and  Civil 
Service  Commission  for  the  puipose  of  furnishing  clerical 
qnd  secret6n*lal  help  to  the  White  House. 


Zell 


contlnur 
008  . 


Progress  as  of 
12/31 


Progress  as  of 
6/30 


2.  Serve  as  contact  between  Department  and  Civil  Service 
Commission  for  the  purpose  of  furnishing  monitors  and 
examiners  to  the  Coamnisslon. 


Zell 


If 


3.  Participate  in  Inter-Agency  Group  meetings  and  discussions; 

of  current  problems  relating  to  all  areas  of  responsiblli-;  Peecksen 
ties  assigned  the  Division.  : 8s  Gross 


4.  Serve  as  point  of  contact  for  the  flow  of  information  to 
from  Agencies  on  matters  relating  to  the  asslgzanent 
of  the  Division. 


Peecksen 
& Gross 


It 


5.  Serve  as  point  of  contact  for  the  flow  of  information 
between  Departments  on  matters  relating  to  the  work  of 
the  Division. 


Peecksen 
& Grose 
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OP-1  ^ Uo  So  DEPARTMENT  OF  AGRICULTURE 
5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 
4o  Project  Title 

College  Recruitment 


lo  Classification 


;Noo  5 ; Category 

;2o  Date  of  Report 

: 6/26/63 


Personnel  Management 


3,  Project  No, 

OP  307 


Project  Objective: 

1*  To  eintlclpate  the  staffing  needs  of  the  Department  emd  the  agencies  for  undergradxiate 
and  post-graduate  level  college  students. 

2.  To  assme  a positive  role  In  the  coordination  and  evaluation  of  the  recruitment 


5«  Type  of  Report 

/ / Proposal  ^ / Initial  / / Interim  / / Implementation 


6 , Time  Schedule  (Dates) 


Initiation 


: Completion  of  Study:  Installation 


7,  Submitted  by: 

H.  R.  Peecksen,  Chief,  Examination  and  Ei^iloyment  Div. 


8.  Approved^l^r  Agency  (Signature) 


11.  Cost  Data 


9.  Title 

Director  of  Personnel 


Assigned 

To 


Project  Objective  (continued) 

activities  of  the  Department  and  its  agencies  Tat  the 
college  level). 


Target 

Date 


Progress  as  of 
12/31 


Progress  as  of 
6/30 


3.  To  develop  information  for  use  in  discussions  with 
college  officials  on  possible  modification  of 
curriculum  to  meet  agency  requirements  and  in^rove 
rapport  between  the  colleges  and  the  Department. 


10. 

Project  Plan  Data: 

1. 

Submit  multipurpose  college  recruitment  directory  to 
Office  of  Infoimation  for  publication. 

Gross 

8/1/63  s 

2. 

Distribute  USDA  multlpuipose  college  recruitment 
directory 

Thomas  & 
Howard 

10/30/^ 

3. 

Obtain  information  frcan  the  agencies  of  their  employment 
needs,  present  and  anticipated,  for  college-level  talent. 

Thomas 
& Gross 

9/1/63 

h. 

Publish  Opportunities  for  Onployment  brochure. 

Gross 

10/30/4 

Supplemental  Sheet 


OP  307 


10 „ Project  Plan  Data 

5*  Distribute  Opportxmltles  for  Qigployment  brochure. 

(a)  to  the  agencies 
( b } direct  mailing 
(c)  personal  release 

6.  Planning  and  coordinating  of  recruiting  activity: 

(a)  scheduling  of  ITSDA  College  Recruitment  Exhibits 

(b)  currange  for  the  Depeutment  to  be  represented  at 
career  festivals. 

(c)  field  evaluation  auid  review  on  site  of  one  major 
career  recruitment  activity  In  each  of  four 
geogzaphlcal  eureas. 

7*  Re-evaluate  college-level  recruitment  needs. 

PrepcLre  and  distribute  any  needed  additional  recruiting 
infoimatlon,  reflecting  changes  in  need  for  college- 
level  talent. 

8.  Prepare  overall  repo3rt  by  Examination  and  Qsployment 

Division  to  the  Director  of  Personnel  on  program  results. 


Assigned  s Target:  Progress  as  of  ; Progress  as  of 
To  ; Date  : 12/31  : 6/30 


Thomas  & 
Howard 

1V15/63 

O^omeis 
Peecksen 
& Gross 

cont.  : 

Peecksen 
& Gross 

Jan.  & : 
Feb.  6k: 

Thomas 

1/15/64: 

OSiomas 

2/l/6k  : 

Peecksen 
& Gross 

6/30/64! 
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HEALTH 


SAFETY 


I 


1 


Section  6 


DIVISION 


lo  Classification 


OF-1  Uo  So  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 
4o  Project  Title 

Employee  Health 


Noc 


2o  Date  of  Report 
July  12,  1963 


: Category;  Personnel  Management 


3o  Project  No< 
OP  400 


Project  Objective: 

To  provide  an  Occupational  and  Preventive  Health  Program  to  protect  and  preserve  the 
health  of  all  employees 


6.  Time  Schedule  (Dates) 


5,  Type  of  Report 

/ / Proposal  / / Initial  / / Interim  / / Implementation 


Initiation 


rCompletion  of  Study:  Installation 


8.  Approved  for  Agenoy  (^gnature) 


7.  Submitted  by: 


hdiL. 


11.  Cost  Data 


9.  Title 


Director  of  Personnel 


Assigned 

To 


Target 

Date 


Progress  as  of 
12/31/63 


Progress  as  of 
6/30/64 


10.  Project  Plan  Data 

A.  Provide  emergency  care  for  on-the-job  illness  and  injuriesDr, Buchanan 

to  employees  in  the  Washington-Beltsville  area  - 60,000  -and  Health 
employees  seen  in  Fiscal  Year  1962-1963.  ‘Unit  Nurses 

B.  Examinations:  Pre-employment,  pre-overseas  travelling,  Dr. Buchanan 
fitness  for  duty  and  disability  retirement.  200  examina- 
tions 1962-63. 

C.  Consultations  with  individual  employees,  supervisors.  Dr. Buchanan 

and  personnel  officers  about  job-related  health  problems. 

Approximately  1,000  consultations  in  1962-63. 

D.  Monitoring  examinations  of  employees  engaged  in  hazard-  Dr. Buchanan 
ous  duties.  Approximately  100  in  1962-63. 


Cont. 


Cent, 


E.  Screening  examinations:  Chest  X-rays,  visual,  hearing, 
and  diabetes.  Approximately  8,000  in  1962-63. 

F.  Immunization  Programs  for  tetanus,  polio  and  influenza. 
Approximately  9,130  in  1962-63. 

Smallpox  vaccinations 


Some 
monthly* 
others 
quarterly 


Health 

Units 

Health 

Units 


Annual 


Annual 
Oct. '63 
Nov. '63 


l.T,  'r.?j.'  — -i.i’-y-r.^.  i. 


»lf?- 


’.M 


■ 4-  -4.,  -M.  ?>'  'i " 


.<C  4. 


wi^JSi>:=l  'C  ..^^=i  U',''' 

- -•  ~l  fcir^i^J^  ■ U»-'i  > Ui  l IWT.-X  -^ti^Ul..  <p>-  lU  ^ 

“ ■ ••'■  -;:  . >o  acsj ‘f'C'  ■ I' 


w- 


- , ' ‘V  •■  .^wMiUiij 

.^.-r.-'  j-j^ifv)  .ji  ■„  ; 


r?  '.  / ■ ' ’ ^ '*1 T ‘. 


■^o  .•  **.WS  <»  tJI-».mw,.  f ■*»  «r‘ltf -Wlfcai  'iOW-TMi 

■''r-wK  ,>  ' ' 


•*. . 


■fc  ;a^-.  ■^*.:..^! 


?A.-v 


/:>**• 


.:>.'  S 


- 7 - • . 

: • ' •.  • -Sx  i 

. vi’^.'.  * « 

■ xn-  ■' 


■'  • " ...  '..  ■'■:\7  - 


■‘i  .i''?^.*»« 


iiV; 


v •»  f.  '■  ’ • »,  * • ' 

'■■  ■/'‘i  - - T .,  : r/<=.SK  ..  # ,^\f;  ■-"  .M 


ftWS,-.*,,*' 

v ■ 


^.•H^ 


ixi 


..  : -i’' ':r-  ^"1^. 

■'  '■  V,  :•  , ■;:■'■  ,.,.^3; 


S '., 


^ 0- 


•t. 


I-'.  : 

f' 


.t^iv  •.;j^tJ  i.-.«,..;,,t-cn'''  r ; f ,,. « 


■^™'l 


k vk;.  ::'!;^a 


J 


10, 


G. 


Supplemental  Sheet  OP-400 

Project  Plan  Data 

Blood  Donor  Program  - 1700  pints  1962-63. 


Assigned 

To 


Target 

Date 


Mrs.  .5  times 

Hackett"  .'yearly 


Progress  as  of 
12/31/63 


H.  Placement  of  physically  handicapped  and  emotionally 
restored  - technical  consultations.  Approximately  50 
placed  in  1962-63, 


Dr. Buchanan 


Cont, 


I.  Training  - Supervisory  Development  Programs,  Secretarial 
Training  Programs,  and  others.  Approximately  1000  times 
1962-63. 


Dr , Buchanan 


On 

request 


J.  Review  of  Health  and  Safety  Programs  - field  consulta- 
tions with  Safety  Officers  in  1962-63. 

1.  Grain  Inspectors,  ASCS 

2.  Research  Laboratories,  ARS 

3.  Field  Safety  Problems,  several  agencies 


. Dr , Buchanap 
! and  ’ 
^Ir . Shepherd  i 


Cont. 


K.  Liaison  with  other  government  agencies  to  improve  Health 
Programs  in  1962-63  with  USPHS,  BEC  and  CSC. 


Dr . Buchanap 


Cont. 


L.  Health  Education  - the  use  of  lectures,  written  articles, 
printed  materials,  films,  etc. 

M.  Survey  and  establish  Health  Units  as  determined  necessary 
See  Project  OP-401. 


Dr . Buchanap 
and  Health] 
Unit  Nurses 


Cont. 


N.  Participation  in  Council  of  Federal  Medical  Directors  for 
Occupational  Health  to  improve  employee  health  programs 
throughout  government. 


Dr . Buchanan  Meets 

quarterly 


Progress  as  of 
6/30/64 
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OF-1  Uo  So  DEPARTMENT  OF  AGRICULTURE  : 1,  Classification 

5-63  Office  of  Personnel  ;Noo  5 ; Category;  Personnel  Management 

PROJECTED  WORK  PLANS  and  :2o  Date  of  Report  ;3o  Project  NOo 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT  ; .T„nP  7.  1963  ^ OP-401 

4o  Project  Title  : Project  Objective: 


or-1 

U,  So  DEPARTMENT  OF  AGRICULTURE 

lo  Classification 

5-63 

Office  of  Personnel 

:Noo  5 : Category: 

Personnel  Management 

PROJECTED  WORK  PLANS  and 

:2o  Date  of  Report 

:3o  Project  No, 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 

: June  21,  1963 

: OP-425 

4o  Project  Title  : Project  Objective: 

Coordinator  of  Departnt,*  To  influence  management  to  assume  its  responsibilities  and 

Safety  Program  ; authority  for  leadership  and  direction  of  a vigorous  safety 


'C' 


- =»csH  - ■ 

■ .-.  .ii-'-l  . -i-  ^St'- 


■ ,-’ V fl 

f„.  ,, ,, 

•-- -_  I v-r»-U'0  .,  ',  ■ 

K-  ..  ._  ^ . S-JS!'  . ^ir - -.^ ^ 

■!  \ r ■■■ 

, • „■  , .■ 


rm..-;-" 

,4a« 


■ '-i 


J- 

fpt^'  ''  3r*‘-  Y:i’a  w:V.  »'.  ’’ 

fj .*  .'i’ 

....  i'  ■ 


' -i. ' / " '»  ^#‘'’l^^''  -jfeii’  ' 

IV-’  ->.«;■  • 


OP-1  Uo  So  DEPARTMLNT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


lo  Classification 


No« 


Date  of  Report 
June  21,  1963 


Category; 


Personnel  Management 


:3, 


Project  No< 
OP  426 


4o  Project  Title 

Devpmt.  and  Maintenance  of 
Department  Policy  & Regltns 
Governing  Employees*  Comp. Act 


Project  Objective:  Development  and  maintenance  of  employee  compensation  for  service- 
connected  injuries  and  occupational  diseases  policy  and  regula 
tions.  (See  PPR  No.  76e) 


5o  Type  of  Report 
/ / Proposal  / / Initial  /X  / Interim  / / Implementation 


6,  Time  Schedule  (Dates) 


Initiation 


:Completion  of  Study:  Installation 


Submitted  by:  Henry  F.  Shepherd,  Dept.  Safety  Officer 
Division  of  Health,  Safety  and  Welfare 


1.  Approved  for  Agency  (Si 


y (^gnature) 


11.  Cost  Data 


9.  Title 


Director  of  Personnel 


Assigned 

Target 

Progress  as  of 

Progress  as  of 

To 

Date 

12/31 

6/30 

10.  Project  Plan  Data 

Develop  and  maintain  Department  injury  compensation 
policy'  and  regulations  that  will  supplement  EEC 

Shepherd 

Contng. 

regulations  and  provide  the  agencies  with  guides  that 
will  direct  negotiations  between  agencies  of  the 
Department  and  appropriate  EEC  offices  and  specify 
the  responsibilities  of  agency  heads,  supervisors, 
and, employees  for  having  prompt  and  proper  action 
taken  when  an  employee  is  injured  in  the  performance 
of  official  duties. 
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OP-r“  Uo  So  DEPARTMENT  OF  AGRICULTURE  ’ 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1,  Classification 


No. 


2.  Date  of  Report 

June  21,  1963 


Category;  Personnel  Management 


Project  No. 
OP  427 


Project  Objectivel  To  record  and  disseminate  accident  information  and  promote 

accident  prevention  based  on  recorded  experience  making  full  use  of  ADP  operations 
to  the  fullest  extent  practical.  (See  PPR  No.  76c) 


4o  Project  Title 

Safety  Records  & Reports 


5,  Type  of  Report 
/ / Proposal  / / Initial  /x/  Interim  / / Implementation 


6.  Time  Schedule  (Dates) 


Initiation 


: Completion  of  Study;  Installation 


7.  Submitted  by;  Henry  F.  Shepherd,  Department  Safety  Officer 
n^v^fl^nn  of  Health,  Safety  and  Welfare 


8,  Approve^for  A^en^  ( Si^ature ) 


11.  Cost  Data 


9.  Title 

Director  of  Personnel 


Assigned 

To 


Target 

Date 


Progress  as  of 
12/31 


Progress  as  of 
6/30 


10.  Project  Plan  Data 


Promote  a vigorous  safety  information  and  education 
program  utilizing: 

o Safety  Exchange  Packets 
, Monthly  Injury  Reports 
. Case  Studies 
, Investigation  Reports 
. Safety  Signals 
, Timely  News  Items 
. Annual  Reports 
e £uid  other  media 


Shepherd 


Contng; 
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Uo  So  DEPARTMENT  OP  AGRICULTURE 
Office  of  Personnel 
PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


lo  Classification 


No, 


2,  Date  of  Report 

June  21,  1963 


Category;  Personnel  Management 


Project  No, 
OP  428 


4c  Project  Title 

Liaison  with  Safety 
Organizations 


Project  Objective;  Liaison  with  organizations,  both  in  and  out  of  Government, 

contributing  to  effective  safety  programs.  (See  PFR  No.  76d). 


/ / Proposal  / / Initial  /x  / Interim  / / Implementation 

Initiation 

;Completion  of  Study;  Installation 

7.  Submitted  by;  Henry  F.  Shepherd,  Dpt,  Safety  Officer 
Division  of  Health.  Safety  and  Welfare 

8.  Approved  for  Agenw  (^gnature) 

11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

Provide  for  liaison  with  Department  of  Labor  and 

Bureau  of  Employees*  Compensation;  also: 

Shepherd 

Contng. 

. Federal  Safety  Council“**and  field  affiliates 

0 Nation  Safety  Council 
. American  Standards  Association 

, Civil  Service  Commission  lAG  Committees  as  requested 
, Safety  Equipment  manufacturers 

6.  Time  Schedule  (Dates) 


Other  Goveimment,  State  and  local  agencies 
Other  outside  safety  organizations 
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U,  S< 


DEPARTHEIjT  OF  AGRICULTURE 
Office  of  Personnel 
PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1,  Classification 


No  = 


Date  of  Report 

June  21,  1963 


Category; Personnel  Management 


:3< 


4o  Project  Title 


Project 

np  43 n 


No, 


; Project  Objective; 

• (See  PPR  No.  76a).  To  ensure  that  agency  safety  programs  are  devised  that  will  provide 
Development  6e  Maintenance,  continuing  aggressive  accident  prevention  efforts  at  all  levels  of  organization  at  all 
of  Safety  Policies  6e  RegltnSp  locations  where  equipment  or  property  is  utilized,  owned  or  contracted  or  personnel  emplyd 


5,  Type  of  Report 
/ / Proposal  / / Initial  /3(  / Interim  / / Implementation 


7.  Submitted  by;  Henry  F*.  Shepherd,  Department  Safety  Officer 

Division  of  Health,  Safety  and  Welfare 


Time  Schedule  (Dates) 


Initiation 


;Completion  of  Study;  Installation 


8.  Approved^or  Agency  (Signature) 


11.  Cost  Data 


9.  Title 


Director  of  Personnel 


Assigned 

Target 

Progress  as  of 

Progress  as  of 

To 

Date 

12/31 

6/30 

10.  Project  Plan  Data 

Develop  and  maintain  Department  safety  policies  and 
Regulations  that  will  provide  direction  and  leader- 

Shepherd 

Contng, 

ship  for  a we 11 -conceived,  practical  safety  program. 
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OF-1  Uo  So  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


lo  Classification 


No  = 


2o  Date  of  Report 

June  21,  1963 


Category: Personnel  Management 


:3<,  Project  No, 


4o  Project  Title 

Accident  Reporting 
System 

: Project  Objective: 

: Maintenance  of  effective  reporting  system  to 
: can  be  manipulated  for  control  and  directive 

record  and  accumulate  accident  data  that 
purposes.  (See  PPR  No.  76c). 

5.  Type  of  Report 

6.  Time  Schedule  (Dates) 

/ / Proposal  / / Initial 

/X/  Interim  / / Implementation 

: Initiation 

:Completion  of  Study:  Installation 

Submitted  by:  Henry  F.  Shepherd,  Depaj 

Division  of  Health,  Safety  and  Welfare 


Signature) 


11.  Cost  Data 


9.  Title 


Director  of  Personnel 


Assigned 

To 

Target 

Date 

Progress  as  of 
.12/31 

Progress  as'  of 
6/30 

10.  Project  Plan  Data 

1.  Direct  and  maintain  a comprehensive  accident 
reporting  system. 

Shepherd 

Contng . 

2.  Modify  the  Department  Accident  Reporting 

Shepherd 

1-1-64 

System  as  needed  to  make  maximum  use  of 
available  ADP  facilities. 
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OP-1  U,  So  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


:No. 


Date  of  Report 
June  24,  1963 


Category; 


Personnel  Management 


Project  No, 
OP  450 


Project  Objective:  In  line  with  PPR  No.  94  develop  and  maintain  a system  of  cooperation 

between  the  Department  and  employee  organizations  to  seek  counselling  needs  and  sponsor 
needed  employee  organizations  and  to  help  employees  carry  out  their  responsibilities  to 
the  community. 


Project  Title 
Employee  Organizations 


5.  Type  of  Report 
/ / Proposal  / / Initial  /X/  Interim  / / Implementation 

7.  T htr  • T T.T  o 1 TJol-Fai-o  nffir*oi 


6.  Time  Schedule  (Dates) 


Initiation 


rCompletion  of  Study:  Installation 


7.  Submitted  by:  j.  w.  Entwistle,  Department  Welfare  Officer, 
Division  of  Health.  Safety  and  Welfare 


8.  Appro^fj^  for^^ge 


y (^gnature) 


11,  Cost  Data 


9.  Title 


Director  of  Personnel 


Assigned 

To 


Target 

Date 


Progress  as  of 
12/31 


Progress  as  of 
6/30 


10.  Project  Plan  Data 


A.  Assure  that  employee  organizations  are  rendering  accept- 
able service  to  employees.  This  includes  organizations 
both  in  Washington  and  the  field. 


Entwistle 


Contng . 


B.  Hold  periodic  conferences  with  Incentive  Awards 

Officers  to  discuss  mutual  problems,  dissemination 
of  ideas  and  discussions. 
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Uo  S,  DEPAKTMLNT  OF  AGRICULTURE 
Office  of  Personnel 
PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


lo  Classification 


;No< 


Category; 


Personnel  Management 


Date  of  Report 

June  24,  1963 


: 3, 


Project 
OP  451 


No< 


Project  Title 
Employment  of  the 
Physically  Handicapped 


Project  Objective:  To  discharge  responsibility  of  management  for  conduct  of  a handicapped 
employment  and  reassignment  program  in  cooperation  with  the  President's  Committee  on 
Employment  of  the  Handicapped  and  the  Medical  Division  of  the  Civil  Service  Commission. 


5o  Type  of  Report 
/ / Proposal  / / Initial  /X/  Interim  / / Implementation 


6^ Time  Schedule  (Dates) 


Initiation 


rCompletion  of  Study:  Installation 


Submitted  by:  J.  W.  Entwistle,  Department  Coordinator  for 

Employment  of  the  Handicapped,  Div.  of  Health,  Safety  & Wed. 


8.  Approved^or  Agency  (Signature) 


11.  Cost  Data 


9.  Title 


Director  of  Personnel 


Assigned 

Target 

Progress  as  of 

Progress  as  of 

To 

Date 

12/31 

6/30 

Project  Plan  Data 

A. 

Maintain  liaison  with,  and  as  requested  render  assist- 
ance to,  the  President's  Committee  on  Placement  of  the 
Physically  Handicapped  (actual  placement  activity  will 
normally  be  handled  by  agency  coordinators.) 

Entwistle 

Contng. 

B. 

Give  leadership  to  efforts  of  Department  Coordinator 

Entwistle 

Contng. 

Program  for  employment  and  reassignment  of  the  handi- 
capped and  assure  comprehensive  reporting  to  the  CSC 
of  employed  handicapped. 
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OP-1  Uo  So  DEPARTMENT  OF  AGRICULTURE  ; 1,  Classification 

5-63  Office  of  Personnel  :Noo  5 ; Category:  Personnel  Management 

PROJECTED  WORK  PLANS  and  ;2o  Date  of  Report  :3o  Project  No, 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT  : June  24,  1963  : OP  452 

4o  Project  Title  : Project  Objective:  Carry  out  the  responsibility  of  management  for  providing  leadership 

• for  those  employee  relations  and  services  that  promote  the  welfare 

Employee  Relations  : of  employees. 

5,  Type  of  Report 

/ / Proposal  / / Initial  /x  / Interim  / / Implementation 

6.  Time  Schedule  (Dates) 

Initiation  ’.Completion  of  Study:  Installation 

7.  Submitted  by:  James  W.  Entwistle,  Department  Welfare 
Officer.  Division  of  Health.  Safetv  and  Welfare 

8 . Appro^^  ^fo^Agen^^^^(J^nature ) 

11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Assigned  : Target:  Progress  as  of  : Progress  as  of 

To  ; Date  : 12/31  : 6/30 

10.  Project  Plan  Data 


A.  Provide  liaison  with  agency  employee  relations 
counsellors.  Advise  them  on  programs  designed  to 
maintain  high  morale  and  extension  of  desirable 
employee  seirvices  to  field  employees  ((^redit  union, 
buying  cooperatives,  welfare  and  recreation  associa- 
tions, etc.). 

B.  Prepare  Tips  to  Supervisors  calling  attention  to  the 
many  employees  services  which  could  be  considered  for 
field  locations  (such  as,  credit  unions,  buying  coopera- 
tives, welfare  and  recreation  associations,  joint 
travel  insurance,  education  courses,  etc.). 


Entwistle  : Contng; 


Entwistle  :3-15-64 
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OP-1  Uc  So  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 
4o  Project  Title  ; Project  Objective: 

USDA  Clubs  • Provide  liaison  and 


1.  Classification 


No  = 


Date  of  Report 
June  24.  1^ 


: Category;  Personnel  Management 


;3< 


Project  No. 
OP  453 


direction  of  USDA  Clubs 


5o  Type  of  Report 

/ / Proposal  / / Initial  /x  / Interim  / / Implementation 

7.  Submitted  by:  j.  w.  Entwistle,  Department  Welfare  Officer 
Division  of  Health.  Safety  and  Welfare 

11.  Cost  Data 


10.  Project  Plan  Data 


A.  Maintain  services  to  increase  number 
and  activities  of  USDA  groups. 

B.  Issue  USDA  Club  Exchange 


6,  Time  Schedule  (Dates) 


Initiation 


:Completion  of  Study:  Installation 


8 . Approved 


Signature) 


9.  Title 


Director  of  Personnel 


; Assigned 

Target; 

Progress  as  of 

: Progress  as  of 

: To 

Date  : 

12/31 

; 6/30' 

Entwistle  Contng. 
Johnstone  : Quarterly 


C,  Issue  chart  reflecting  high  and  low  points 
in  history  of  USDA  Clubs 


Entwistle 


11-15-63 


D.  As  indicated,  arrange  for  Department 
officials  to  visit  USDA  Clubs. 


Entwistle 


Contng; 
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OF-1  U,  So  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 
4o  Project  Title 
Fund  Raising 


lo  Classification 


:No  = 


sCo  Date  of  Report 

» June  24 « 1963 


Category;  Personnel  Management 


Project  No, 

OP  454 


Project  Objective: 

Meet  responsibilities  of  management  and  employees  for  participation  in  community 
activities  through  fund  raising. 


5=  Type  of  Report 


6.  Time  Schedule  (Dates) 


Initiation 


iCompletion  of  Study:  Installation 


7o  Submitted  by:  James  W.  Entwistle,  Dept.  Welfare  Officer 
Division  of  Health,  Safety  and  Welfare 

8.  Approved  Agency  J Signature ) 

(jcd 

11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

A,  United  Givers'  Fund 

Entwistle 

8-1-63 

1.  Arrange  for  designation  by  the  Secretary  of  a 

Washington  area  campaign  chairman  for  the  Department.. 

2.  Orient  Department;  chairman  and  furnish  him  necessary 
information,  files  and  guides  on  organizing  a fund- 
raising drive.  Maintain  liaison  to  assure  proper 
conduct  of  drive. 

Entwistle 

8-15-63 

B.  Combined  Campaign  of  National  Health  Agencies  and 

Joint  Crusade. 

1.  Arrange  for  designation  by  the  Secretary  of  a 

Washington  area  campaign  chairman  for  the  Department 

Entwistle 

12-15-63 

2.  Orient  Department  chairman  and  furnish  him  necessary 
information,  files  and  guides  on  organizing  a fund- 
raising drive.  Maintain  liaison  to  assure  proper 
conduct  of  drive. 

Entwistle 

1-1-64 

C.  National  Cultural  Center  Fund 

Entwistle 

8-1-63 

NOTE:  Chairman  was  designated  in  June  of  1963. 

Orient  chairman  and  provide  helps  in  organizing  drive. 
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lo  Classification 


OP-1  Uo  S,  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel  ;Noo  5 ; Category;  Personnel  Management 

PROJECTED  WORK  PLANS  and  Date  of  Report  ;3o  Project  No, 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT  ; June  24.  1963  : OP  455 

4o  Project  Title  i Project  Objective: 

: To  meet  management's  obligation  to  employees'  needs  and  desires  in  the 

Retirement  Planning  : area  of  retirement  planning  (in  accord  with  PPRM  Recommendations  98, 

; 99  and  102).  


5,  Type  of  Report 

6.  Time  Schedule  (Dates) 

/ / Proposal  / / Initial  /X  / Interim  / / Implementation 

Initiation 

:Completion  of  Study:  Installation 

7.  Submitted  by:  James  W.  Entwistle,  Department  Welfare 
Officer,  Division  of  Health,  Safety  and  Welfare 

8.  Approved Agency  (Signature ) 

11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

A.  Prepare  and  issue  a Tips  for  Supervisors  on  a phase  of 
retirement  planning. 

Entwistle 

2/64 

B.  Evaluate  retirement  counselling  programs  of  Department 
agencies  to  determine  whether  they  are  adequate. 

Entwistle 

Contng . 

C.  Formalize  advisory  committee  of  agency  individuals 
working  in  retirement  planning  areas.  They  will 
assist  in  review  of  subject  with  goal  of  developing 
program  guides  and  materials. 

Entwistle 

Oct . 1 

D.  Through  the  Committee,  plan  and  carry  out  one  or  more 
retirement  planning  lectures  on  specialized  subjects. 
(Washington  areas  employees  only). 

Entwistle 

Contng. 

E.  Counsel  and  advise  agency  management  on  their  retire- 
ment planning  programs . 

Entwistle 

Contng. 
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OP-1  Uo  So  DEPARTML'llT  OP  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 
4o  Project  Title 

Special  Activities 


lo  Classification 


;No  = 


Date  of  Report 
June  24,  1963 


Category;  Personnel  Management 


:3. 


Project  No, 
OP  456 


Project  Objective;  Initiate  special  activities  to  : (1)  Secretary's  office;  (2) 

Washington  area  Department  officials  and  employees;  and  (3)  Department-wide  employees, 


5»  Type  of  Report 

/ / Proposal  / / Initial  A / Interim  / / Implementation 


6 . Time  Schedule  (Dates) 


Initiation 


: Completion  of  Study;  Installation 


7.  Submitted  by;  J.  W.  Entwistle,  Department  Welfare  Officen 


8 . Approvec 


iture) 


11.  Cost  Data 

9.  Title^ 

Director 

of  Personnel 

Assigned 

To 

Target:  Progress  as  of 
Date  : 12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

A.  Maintain  liason  with  the  Office  of  Plant  and  Operations 

6e  the  Welfare  and  Recreation  Association,  (Washington, 

D.  C.)  on  specific  restrictions  and  use  of  bulletin 
boards  throughout  the  Department. 

Entwistle 

contng .; 

B.  Arrange  with  State  Department  for  information  on  voting 
to  be  distributed  to  USDA  employees  overseas.  This  is 
accomplished  through  the  employee  relations  officer  of 
the  State  Department. 

Entwistle 

1-31-64.] 

C.  Secure  from  agencies  listing  of  employees  for  whom 

foreign  decorations  or  articles  received  from  a foreign 
country  are  being  held.  The  information  will  be  in- 
corporated into  a report  for  the  Employee  Relations 
Officer,  Department  of  State. 

Entwistle 

ll-15-6i 

D.  Special  days  and  weeks  designated  by  Presidential  or 
Secretarial  decree;  notice  to  employees  issued  and 
arrangements  for  program,  when  necessary  made. 

Entwistle 

-_-:j 


:_rj 


r:j 
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Supplemental  Sheet  OP  456 

(Special  Days  and  Weeks) 

Human  Rights  Week 

Brotherhood  Week 

National  Red  Cross  Month 

Law  Day --USA 

Senior  Citizens  Month 

Pan  American  Day 

Pan  American  Month 

National  Youth  Fitness  Week 

National  Employ  the  Handicapped  Week 

Memorial  Day  Services 

Arvaed  Forces  Day 

Secretary's  Christmas  Party 


. Assigned  . Target  . Progress  as  of  . Progress  as  of 

To  • Date  • 12/31 ; 6/30 


Entwistle 


Contng . 


11/1/63 

1/16/64 

2/13/64 

4/1/64 

4/15/64 

2/15/64 


3/15/64 

8/15/63 

5/1/64 

2/1/64 

12/1/63 


OP-1 

5-63 


UoS,  DEPARTMENT  OF  AGRICULTURE 
Office  of  Personnel 
PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


;NOc 


Category 


2.,  Date  of  Report 


Classif  icatiorT 

Personnel  Management 
3<,  Project  No< 

‘ 457 


4o  Project  Title 
Incentive  Awards 


Project  Objective; 

Provide  central  direction  of  Federal  Incentive  Awards  Program  as  required  in  the  Federal 
Personnel  Manual  (PPRM  83,  85,  88  and  89). 


5,  Type  of  Report 

6.  Time  Schedule  (Dates) 

/ / Proposal  / / Initial  / / Interim  / / Implementation 

Initiation 

:Completion  of  Study:  Installation 

7.  Submitted  by:  James  W.  Entwistle,  Department  Incentive 

Awards  Officer,  Division  of  Health,  Safety  and  Welfare 

8,  Appr;0yfed  for  Agancy^ Signature) 

11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Estimate  $6,000  plus  salaries  for  Honor  Awards  Program. 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

•“Progress  as  of 
6/30 

10,  Project  Plan  Data 

A.  Honor  Awards  Program 

Issue  reminder  to  agencies  to  submit  nominations  for 

Honor  Awards — provide  criteria,  proper  format,  announce- 
ment to  agencies  of  Honor  Award  Ceremony  date, 
committees,  etc. 

Paulsen 

10/63 

2/64 

Secure  information  from  agencies  regarding  eligibility 
of  USDA  employees  for  50-  and  40-year  length  of  service 
awards  for  presentation  at  ceremony. 

Paulsen 

2/64 

Inventory  and  order  all  supplies  incident  to  Honor 

Awards  ceremony--medals , certificates,  etc. 

Paulsen 

10/63- 

4/64 

Recommend  and  arrange  for  appointment  of  Honor  Awards 
Committee  by  the  Secretary. 

Entwistle 

12/63 

Recommend  and  make  preliminary  arrangements  through 
Secretary  for  speaker  and  invocation  for  the  Ceremony. 

Entwistle 

12/63 

Schedule  committee  meetings  for  March. 

Paulsen 

12/63 
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D.  Project  Plan  Data 

Review  for  completeness  and  compile  noraxnations  ror  honor 
awards  making  criteria  and  necessary  tabulations  available 
to  committee  members  well  in  advance  of  meetings. 

As  requested,  evaluate  nominations  for  Director  O'. 

Personnel  and  Secretary's  staff.  This  entails  coiaplete 
review  of  ail  noi,  inations  (225  or  more  in  number). 

Provide  sta:.!  assistance  to  committee  members 

Sumrnarl^e  committee  actions  and  submit  recoiamendations  to 
the  S-;cretary  .or  approval. 

Prepare  notification  to  agencies  of  awardees. 

Prepare  Honor  Awards  ceremony  program  and  arrange  for 
printing . 

Arrange  for  lettering  oi  certificates,  engraving  of  medals, 
plaques,  etc. 

Coordinate  all  ceremony  arrangements,  including  special 
presentations  sucl  as  the  Jump  Award. 

After  ceremony,  arrange  for  publicity;  suppy  photos  to 
awardees;  provide  agencies  witi.  material  Lor  official 
personnel  folders;  prepare  statistical  reports,  etc. 

5 . Non -Government  Sponsored  Awards 

Issue  announcements  outlining  criteria  and  due  dates  a-or 
the  following  non- government  sponsored  awards: 

CareeTT  Service  Award  Fed.  Woman's  Award 

Fed.  Govt.  Accounts  Assoc.  Award  President's  Award 
Arthur  S.  Flemming  Award  Horace  Hart  A-ward 


Assigned 
To 


Paulsen 


Entwistle 


Target 

Cate 


a 3/64 


3/64 


Progress  as  oj 
12/31 


Progress  as  oi 
6/3C 


Entwistle  • 3/64 

Paulsen  ; 3/64 

Paulsen  " 4/o4 

Paulsen  4/64 

Paulsen  | 4/64 

Paulsen  5/64 

Paulsen  • 5/64 

Paulsen  • 6/64 


Paulsen 


Contng . 


ym^:::  ^ '=  ■ y x^^y  'r*'  :"! 


:‘JL'.  sjg^StT  flitil-i; 


'f  : 


■.5i 


♦ 


id\e 


* ipi'^  . 


. '^4]„  w4(,i  v»» 


^ j 4d£Kaa>  ‘ 


'■’■ i-  • ■-. . •'’  7^;^si 


1 •ty'^ 


..iStt 

■-  , ^3  ■ ' ^.  A ' ' \Vi 

. e-'.  bl3'<f)a9  I ov 

<4 


t 

■ ifm 


mr 

» 

•*  <W  » 

c-xp.-^iii  ii*--  ^0 

>■'-'■»  tii'' 

• 

■' 

t»'»*j  J/C'i  • ■ 

’■■  ' ..-iv#!- 

y&x^y.' > 

I'irfl  i<  a!1. 

/ 

^ ~ 

- -■'•>?  «i 

;'•  = ■ !.i 

« t T/.C  „•  f Ni  ^ : 

'<jl  ■ . • . 

S;  - ' ‘ ■* 

T* 

■ . t'  j } 


% 


.'  . '.  ' ■-'  ' , '^i'  •'*  i ''il 

’■■ ' . .■  i:  v#!-'^  ■•cdii.^e' _ i t:?  iaiJ -/.ao'"  ' - -/fya^^iAikr.'  Juit^ 

■ ■.  ■ .:•  3;.^  ^ i airs'is  3 <s^i'  )"iy . '■  i 


■’i;N'‘^ ' 

\*t. 


* *■  - .•-eSIi  •■r.-j-'  ^ 'a  aPa 

•.- . -r/.c,;f»>.,  fei  ;.r  '^nij  p. 

'■  c ’tt'  Oatasifbqg  'St''fmgi$,Mm'4;^'  I 


a'invr,^ 


yx.^iX 


Supplemental  Sheet  OP  457 


William  A.  Jump  Award 
Rockefeller  Public  Service  Award 

Review  norninations  for  submission  to  sponsor  in  accordance 
With  sponsor's  established  criteria. 

Arrange  tor  appropriate  ceremonies,  publicity  ror  USDA 
winners  of  above  awards . 

] . Employee  Suggestion  Prograrrt 

Process  employee  suggestions  referred  by  USDA  agencies 
and  other  Government  agencies. 

Provide  teclnical  guidance  and  leadership  to  agencies  in 
evaluating  and  promoting  program. 

).  Prior  Approval  of  Cash  Awards 

Process  all  cash  awards  beyond  the  authority  of  agencies 
to  approve. 

Recommend  to  Director  of  Personnel  and  Administrative 
Assistant  Secretary  cases  requiring  prior  approval  at 
Departnient  level. 

" • Revision  of  Policies  and  Procedures  in  3 AR  62 

Revision  will  constitute  complete  revision  ana  will  be 
in  the  fortiiat  prescriLed  by  the  Civil  Service  Commission. 

Review  of  Incentives  Program- -Study  to  determine  areas  oi 

possible  iiuproveraent  or  need  for  new  programs  and  provide 
meaningful  information  to  agencies  on  Department-wide 
incentives  experience. 


Assigned 

To 


Target 

Date 


Progress  as  of 
12/31 


Paulsen 


Paulsen 


Paulsen 


Entwistle 


Paulsen 


Entwistle 


Contng. 


Progress  as  oi 
6/30 


Contng . 


Contng . 

Contng . 


Contng. 

Contng . 


Entwistle 


8-15-63 
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1.  The  review  will  include  examation  of  agency  recormaen- 
dations,  standards  and  criteria,  screening  and  selection, 
types  or  recognition  and  number  O-  awards. 

2.  Examine  the  criteria  for  giving  cash  awards  for  sus- 
tained superior  perfornance  in  excess  of  six  months  as 
well  as  group  cash  awards. 

3.  Review  actual  experience  in  grading  intangible  awards 
With  the  aim  of  establishing  an  Intangible  Awards  Table 
more  useful  to  agencies. 

4.  Consolidate,  review  and  evaluate  data  reflected  in 
agencies*  annual  reports  and  prepare  narrative  evalua- 
tion of  tl«e  statistics  of  the  Incentives  program  to  the 
Civil  Service  Commission. 

5.  Issue  annual  awards  publication  to  agencies. 

6.  Review  Civil  Service  Commission  inspection  reports, 
available  statistical  data,  evaluate  agency  programs, 
state  conclusions  and  report  to  agency  heads  and  will 
report  problem  areas  to  agency  officers  involved  in  the 
Incentive  Awards  function. 


Assigned 

To 


Target 

Date 


Progress  as  or 
12/31 


Progress  as  or 
6/30 


Entwistle 


Contng . 


Paulsen 


Contng . 


Entwistle 


^/30 


Entwistle 


8/15 


Entwistle 


10/63 
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Section  7 


POLICIES  AND  PROCEDURES 


DIVISION 


OP-1 U,  So  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1.  Classification 


No. 


Date  of  Report 
6/26/63 


Category: 


Personnel  Management 


Project  No. 

OP -500 


4o  Project  Title 
Periodic  Organizational 
Analysis  System 


Project  Objective: 

To  assure  the  current  effectiveness  of  agency  organization  plans  and  related  staffing 
patterns  - PPRM  Rec»No.  6 


5.  Type  of  Report 

/ / Proposal  / y/  Initial  / / Interim  / / Implementation 


6.  Time  Schedule  (Dates) 


Initiation 

7/1/63 


zCompletion  of  Study:  Installation 


ve^for  Agen^  (Si^ature) 


7.  Submitted  by: 

Dora  E.  Oliver,  Chief,  Policies  & Procedures 


8.  Approv 


11.  Cost  Data 


9.  Title 

Director  of  Personnel 


Assigned 

Target : 

Progress  as  of 

Progress  as  of 

To 

Date  : 

12/31 

6/30 

10.  Project  Plan  Data 

A.  Develop  a comprehensive,  regularized  system  for  examin- 

Case 

FY  64  . 

ing, 

analyzing  and  reporting  on  current  agency  overall 

Reviewers 

and 

subsidiary  organizational  planning  and  related 

staffing  patterns  which,  as  a minimum,  will  determine 

the 

effectiveness  of: 

1. 

Alignment  and  placement  of  functions 

2. 

Staff  productivity,  vis-avis  mission  and  workload 

3. 

Utilization  of  manpower  based  upon  an  evaluation 
of  such  indicators  as  staffing  ratios,  grade 
patterns,  use  of  leave,  turnover,  grievances, 
occupational  distribution,  etc. 

4. 

Coordination  and/or  correlation  of  work  performed 
with  related  activities  of  the  organizational 
components 

B.  As  working  "tools'*  to  facilitate  and  move  forward  with 

Case 

A.  above  the  following  will  be  developed. 

Reviewers 

FY  64  . 

a. 

Questionnaires  (one  for  supervisory  personnel  - 
one  for  employees)  to  be  used  on  a selective 
basis  to  help  determine  the  effectiveness  of  or- 
ganizational alignment,  lines  of  communication, 
awareness  of  responsibilities,  levels  of  authority 
suggesions  for  improvement,  etc 

b. 

"Tips  to  Supervisors"  in  the  subject  of  "Steps  to 

Peter 

Better  Organization  Planning". 

Wright 

12/31/65 

Supplemental  Sheet  OP-500 


Assigned^ 


To 


Target 

Date 


Progress  as  of 
12/31 


Progress  as  of 
6/30 


10.  Project  Plan  Data 

c.  A system  whereby  codes  for  MODE  purposes  will  be 
charted.  This  will  be  used  for  reference  pur- 
poses in  analyzing  MODE  outputs  by  levels  and  to 
insure  currency  of  both  codes  and  structure. 


Verna  Deane 
Brown 


12/31/63 


t 
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1.  Classification 


OP-1  U»  S,  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


No, 


2.  Date  of  Report 
6/26/63 


Category; 


Personnel  Management 


;3.  Project  No, 

OP-501 


4,  Project  Title 
Utilization  of  Employee  Skills 


Project  Objective; 

To  unearth  cases  of  underutilization  of  manpower  and  accomplish  placement  in  line  with 
qualifications 


5,  Type  of  Report 

/ / Proposal  / Initial  / / Interim  / / Implementation 


6.  Time  Schedule  (Dates) 


Initiation  cCompletion  of  Study:  Installation 

7/1/63  : 

8.  Approy«^  for  ^en^?  (S^nature) 


7.  Submitted  by: 

Dora  E.  Oliver,  Chief,  Policies  & Procedures  Division 


11,  Cost  Data 


9.  Title 


Director  of  Personnel 


Assigned 

To 


10.  Project  Plan  Data 

A.  Evaluate  employee  responses  to  questionnaire  under 

Vice  President's  program  to  segregate  cases  of  under- 
utilization of  qualifications  and  skills. 


Case 
Jleviewers 


Target 

Date 


9/63 


B. 


Establish  positions  for  which  such  under  utilized  em-  Case  Review- 
ployees  are  qualified  and  determine  agencies  utiliz-  :ers  and  V. 
ing  such  skills  and  develop  master  tabulation.  : D.  Brown 


Assist  Examination  and  Employment  Division  to  set  up 
program  for  referral  of  employees  to  appropriate 
agencies  for'  consideration  for  placement  in  positions 
for  which  qualified. 


Case 

Reviewers 


12/63 


Progress  as  of 
12/31 


Progress  as  of 
6/30 
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1.  Classification 


OP-1  U.  S,  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


No, 


2.  Date  of  Report 
6/26/63 


Category; Personnel  Management 


:3.  Project  No. 

OP-5b2 


4o  Project  Title 
Conununication  of  Regulation 
Changes  to  Employees 


Project  Objective; 

Establish  direct  communication  with  employees  to  keep  them  better  informed  on  personnel 
regulations  and  changes  what  they  mean  and  why  they  exist  - PPRM  Rec.  No.  6 


/ / Proposal  /x  / Initial  / / Interim  / / Implementation 

Initiation  ;Completion  of  Study;  installation 

7/1/63  ; ; 

7.  Submitted  by; 

Dora  E.  Oliver,  Chief,  Policies  & Procedures  Division 

11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Assigned  ; Target 
To  ; Date 

Progress  as  of 
12/31 

Progress  aS'  of 
6/30 

10.  Project  Plan  Data 

A.  Develop  a list  of  subjects  through  survey  of  employee 
reactions  to  personnel  policies  and  programs  for  PPRM 

Verna  Deane 

Brown  ; 9/ 30/6 3 

6.  Time  Schedule  (Dates) 


which  show  a need  or  desire  for  better  communication. 

B.  Develop  a system  for  and  format  of  issuances  to  em- 
ployees on  these  subjects. 

C.  Develop  several  issuances  in  personalized  face  to  face 
approach . 

D.  Evaluate  reaction  of  employees  to  such  issuances,  and 
imnrove,  expand  or  cease,  if  so  indicated. 


Edna  Borkey 

& V.D.Browal2/31/6S 

• » 

* * 

Edna  Borkey 

& V.D. Brown  6/30/64 

Verna  Deane 

Brown  : FY  65 
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OP-1  U.  S,  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


No,  5 ; Category: 

2.  Date  of  Report 
6/26/63 


1,  Classification 

Personnel  Management 

:3.  Proiec-f  No. 

OP- 50 3 


4,  Project  Title 
Assessing  Effect  of  Slip- 

Sheeted  Admin.  Regs. 


Project  Objective: 

Determine  adequacy  of  slip-sheeted,  abbreviated  Dept.  Pers.  reg.,  understanding  of  new 
system,  facility  as  a reference  and  general  reaction  to  establish  areas  in  need  of 
improvement.  PPRM  Rec . No.  47 


1 1 


OP-1  U.  So  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1.  Classification 


No. 


2.  Date  of  Report 
6/26/63 


Category; Personnel  Management 


Project  No, 

OP-504 


4o  Project  Title 
Personnel  Action  Analysis  for 
Supervisory  Input  to  MODE 


Project  Objective: 

Determine  those  personnel  actions  vjhich  can  be  prepared  bv  supervisors  and  other 
operating  officials  for  direct  input  to  the  computer.  PPRM  Rees.  Mo.  3 and  37 


5.  Type  of  Report 

/ / Proposal  /x  / Initial  / / Interim  / / Implementation 


6.  Time  Schedule  (Dates) 


Initiation 

1/1/64 


: Completion  of  Study:  Installation 


7.  Submitted  by: 

Dora  E.  Oliver,  Chief,  Policies  & Procedures  Division 


8.  Apprpwd  for  Age  i) 


prpwd  tor  Age 


11.  Cost  Data 

9.  Title 

Director 

of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

A.  As  soon  as  ^DAM  is  operative  to  an  appreciable  extent, 
obtain  a report  from  proEC  of  personnel  actions  con- 
summated over  a significant  period  classified  by  nature 
of  action  including  FR.OM  and  TO  data. 

Case 

Reviewers 

ASAP 

B.  Analyze  these  actions  to  determine  those  for  wnich 
technical  personnel  > knowledge  v^as  not  needed.  Test 
decisions  with  personnel  technicians. 

If 

ft 

C.  Develop  system  designed  for  the  direct  submission  of 

rt 

ri 

such  non-technical  personnel  actions  direct  from  super- 
visor to  MDSC. 


OP-1  U.  So  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1.  Classification 


No< 


2.  Date  of  Report 
6/26/63 


Category;  Personnel  Management 


Project  No, 

OP-505 


4o  Project  Title 
Optimizing  MODE  System 


Project  Objective; 

Assist  in  optimizing  MODE  system  through  simplification  and  standardization  of  rules  and 
procedures,  through  combination  and  simplification  of  forms,  etc.  PPRM  Rees.  No.  37 
and  46  


5.  Type  of  Report 

/ / 'Proposal  /X  / Initial  / / Interim  / / Implementation 


6.  Time  Schedule  (Dates) 


Initiation 
7/1/63 


Completion  of  Study;  Installati 


on 


8.  App^ved  for^  Ag^cy  (^ignature) 


7.  Submitted  by; 

Dora  E.  Oliver,  Chief,  Policies  & Procedures  Division 


11.  Cost  Data 


9.  Title 

Director  of  Personnel 


Assigned 

To 


Target 

Date 


Progress  as  of 
12/31 


Progress  as  of 
6/30 


10,  Project  Plan  Data 

A.  Work  closely  v/ith  OMASD  to  determine  areas-  in  need  of 
improvement  in  the  rules,  regulations,  procedures  and 
processing  aspects,  and  make  changes  wherever  possible 
and  practical. 


Dora  E. 
Oliver 


Continuing 


B.  Develop  improved  personnel  input  documents  designed  to 
minimize  errors,  expedite  completion  and  handling  and 
reduce  cost  and  manhours.  Clear  vjith  agencies.  OMAFD, 
and  CSC  v/here  necessary. 
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OP-1  U.  So  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


1.  Classification 

No.  5 : Category: Personnel  Management 

2.  Date  of  Report  :3.  Projec-»-  No. 

6/26/65  . OP- 506 


4,  Project  Title 
Establishing  Wage  Board 
Positions  thru  Automation 


Project  Objective: 

Develop  a system  and  necessary  procedures  for  establishing  wage  board  positions 
automation.  PPPll  Rees.  3 and  37 


through 


5.  Type  of  Report 

/ / Proposal  /K  / Initial  / / Interim  / / Implementation 

7,  Submitted  by: 

Dora  E.  Oliver,  Chief,  Policies  & Procedures  Division 

11.  Cost  Data 


6.  Time  Schedule  (Dates) 

Initiation  :Completion  of  Study:  Installation 

7/1/63 I I 

8.  App^ved  for  Agency  (Signature) 

9.  Title 

Director  of  Personnel 


10. 

A. 


Project  Plan  Data 

Research  USDA  wage  board  evaluation  standards  to  ex- 
tract grade  determining  factors  or  measures  of  rela- 
tive difficulty  and  importance  of  various  kinds  or 
classes  of  jobs. 


Assigned  : Target 

To  : Date 


V.D. Brown 


f:  P.TJright 


12/31/63 


Progress  as  of 

12/31 


Progress  as  of 
6/30 


B.  Develop  these  criteria  for  each  grade  pattern.  Discuss 
and  clear  with  agencies,  Classification  Division,  OMASD 
and  CSC. 


6/30/6/ 


C.  Develop  input  items  for  supervisor  submission  for  re- 
quest for  grade  determination.  Test  common  under- 
standing. 


FY  65 


D.  Develop  codes  and  procedures  for  installation  of  system. 

E.  Conduct  pilot  program  to  test  ef f ectiA'^ensss  and  accuracy 


FY  65. 

FV  65! 
Depends  . 
on  read-; 
iness  of 
FJDSC  ! 
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OPTi  U.  S,  DEPARTMENT  OF  AGRICULTURE  : 1.  Classification 

5-63  Office  of  Personnel  ;No,  5 ; Category:  Personnel  Management 

PROJECTED  WORK  PLANS  and  :2.  Date  of  Report  ;3.  Project  No. 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT  6/26/63 OP-507 


4o  Project  Title 
“Skills  Inventory 


Project  Objective: 

Develop  system,  codes,  forms  and  procedures  for  capturing  skills  information  on  employees 
for  input  into  MODE.  PPRM  Rec.  No.  37 
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SECURITY  AND 


Section  8 


DIVISION 


OP^l  " U,  So  DEPARTMENT  OF  AGRICULTURE 
5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


: 1.  Classification 

:No,  5 : Category: 

Personnel  Management 

:2.  Date  of  Report 

:3o  Project  No, 

: 6/26/63 

'^OP-  600 

4o  Project  Title 

Disciplinary  & Appeals 
Process 


Pro]ect  Objective:  Expedite  handling  of  disciplinary  cases  by  agencies  and  administer 
Departmental  Appeals  System  under  Executive  Order  10987.  Process  disciplinary  cases 
for  GS-14  and  above.  Provide  leadership  in  these  areas. 


5.  Type  of  Report 

/ / Proposal  /X  / Initial  / / Interim  / / Implementation 

Initiation 

7/1/63 

6.  Time  Schedule  (Dates) 

•.Completion  of  Study:  Installation 

7.  Submitted  by: 

J.  E.  Francis,  Chief,  Security  6e  Employee  Conduct  Div. 

8.  Appn/&yed  for  Agencj^Sigijature) 

11.  Cost  Data 

9.  Title 

Director 

of  Personnel 

Assigned 

Target 

Progress  as  of 

Progress  as  of 

To 

Date 

12/31 

6/30 

10.  Project  Plan  Data 

1.  Disciplinary  actions  taken  by  agencies  under  delegated 

Francis  & 

Continu 

authority  vill  be  reviewed  in  this  Division,  assuring 

Staff 

ing 

more  uni'form  application  of  penalties. 

2.  Exceptions  to  this  post-audit  review  under  consideration, 

Blaker 

9/1/63 

thus  delegating  further  authority  to  agencies.  Personnel 

memorandum  in  process  of  issuance. 

3.  Disciplinary  actions  for  GS-14' s and  above  to  be  taken 

Francis  & 

Continu 

by  this  Division. 

Staff 

ing 

4.  Appeals  Procedure  under  Executive  Order  10987. 

a.  Maintain  Roster  of  Hearing  Officers. 

Blaker 

Continu 

b.  Receive  appeal  from  employee,  appoint  Hearing 

Francis  6e 

ing 

Officer,  review  appeal  proceedings,  make  recom- 

Staff 

mendation  to  the  Secretary  for  final  action. 

c.  Schedule  Training  Sessions  for  Hearing  Officers 

Blaker  & 

Continu 

as  required. 

i 

Fisk 

ing 

OP-600 


Supple;nent -.1  ir.ee 
r''r;ject  Plan  Data 

5.  Revision  of  Staff  Paper  "Guide  for  Use  in  Handling 
Disciplinary  Cases." 

a.  Suggestions  have  been  received  from  participants 
in  Training  Sessions,  agency  officials,!  etc. 
who  used  our  draft  copy  issued  12/62. 

b.  Discussions  will  be  held  with  staff  groups,  etc. 

6.  Consolidation  of  Appeals  Systems  (as  discussed  at 
Long-Range  Planning  Conference) . 

a.  Consider  need  for  possible  revision  in 
law/Executive  Orders  which  established  fair 
employment  policies,  grievance  procedures,  and 
adverse  action  appeals  procedure.  Study 
systems  in  other  Government  agencies  where 
appeals  have  been  combined.  Time-phasing 
requirements  of  these  systems  now  make  it 
impossible  to  hold  hearings  simultaneously 
where  appeals  are  made  on  each  system.  Draft 
new  Executive  Order  or  legislation  to  cover 
one  system. 

b.  Draft  workable  appeals  procedure  and  system 
which  will  enlarge  area  of  appeals  to  give 
such  rights  to  persons  v^o  have  been 
suspended  or  removed,  regardless  of  length  of 
suspension.  Prepare  new  Hearing  Officers 
Manual  to  cover  Instructions  and  guidance  in 
handling  fair  employment  and  grievance  appeals. 


■I 


Assigned  . Target  Progress  as  c 
Jate  : 12/31 


Blaker 


4/1/64 


Arliss  6e 
Fisk 


7/64 


Arliss  & 
Fisk 


7/65 


-I'j;  ; 


4f*l  ^ T « I ^ 


%'*4 


i<}S!  , - 


■'V 


,/?£* 


V-  vvi,r2^^.3',yt  tt-'%f#-Vrf 

-V  ■ 


; ' "# 


,..'>_rJ  -./R‘k<.  '•■  -OJ'  .;■':>  -^;.|^®  ■■:  ::„^;ti'  ■- 


1^ 


' ' B*' 


3‘'¥ 


-1 


is  "'■'  - ../i;,!k:ja^  .'  Vi'"' 


• 'H  1.'  . ', 


' ' ■ ' "'  ■•  a •.■■^‘*i’' '• ' ;*.3i^^«»l,i  rJ.'V,'  .h-., ■ 

-..  ■ JJ^Kii'-'-J,**-  ii^  ; l;;rf  IcyAi'cl’-^ 


Supplemental  Sheet  OP-600 

Project  Plan  Data  — — — — 

c.  Task  Force  to  be  set  up  to  study  this  new 
procedure  and  prepare  final  system  for  com- 
bined hearing  process,  which  will  include 
Hearing  Officers  Manual , Training  Program 
for  Hearing  Officers  and  administrative 
people  who  will  be  involved,  new  Department 
regulations  to  implement  program. 

7.  Appeals  Representation  before  the  Civil  Service 
Commission  Hearing  Examiners  in  Appeal  Hearings 
granted  by  the  Civil  Service  Commission  pursuant 
to  Section  14  of  the  Veterans'  Preference  Act  of 
1944  and  Executive  Order  10987. 

a.  Study  to  be  made  of  desirability  of  limited 
delegated  authority  on  case  basis  for 
agencies  to  represent  Department  at  these 
hearings  before  the  Civil  Service  Commission. 

8.  Regulations 

Amendment  to  Chapter  58,  8 AR,to  cover  expansion 
of  Departmental  Appeals  System  to  include 
Schedule  A. employees  in  6S-9  and  below,  who  are 
Subject  of  adverse  personnel  action. 


1(11 


111! 


III! 


Assigned  ; Target*  Progress  as  of 


To 


Arliss 

Fisk 


Francis 
& Staff 


Fisk 


Blaker 


Date 


7/66 


Continu 

ing 


7/64 


10/63 


12/31 


Progress  as  of 


6/30 
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OP-1  U,  So  DEPARTMENT  OF  AGRICULTURE  : 

1.  Classification 

5-63  Office  of  Personnel  :No,  5 

: Category:  Personnel  Management 

PROJECTED  WORK 'PLANS  and  :2.  Date  of  Report 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT  : 6/26/63 

:3.  Project  No. 
K)P-601 

4o  Project  Title  : Project  Objective:  Evaluation,  control,  Dissemination  of  information  pertaining 

_ , „ ’to  security /loyalty  matters:  safeguards  for  classified  matters:  issuance  of 

Security  Process  : 

^ security  clearances  where  required. 

5.  Type  of  Report 

6,  Time  Schedule  (Dates) 

/ / Proposal  /x  / Initial  / / Interim  / / Implementation 

Initiation 

7/1/63 

:Completion  of  Study:  Installation 

7.  Submitted  by: 

John  E.  Francis,  Chief,  Security  & Employee  Conduct  Div. 

8,  Apprpv^d  for  Agency  (Si^ature) 

11.  Cost  Data 

9.  Title 

Director  of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

1 . FBI  Reports 

a.  Evaluation  and/or  dissemination  of  FBI  reports 
re  security/loyalty  matters. 

b.  Reports  cross-referenced,  indexed,  summarized 
and  referred  to  appropriate  Department  officials 
for  action  or  information.  These  reports  pertain 
to  farm  organizations  and  individuals  whose 
activities  have  a bearing  on  agricultural  matters. 

Fisk 

Fisk  & 

Clerical 

Staff 

Continu 

ing 

2.  Security  Inspections 

Security  inspections  will  be  made  as  regularly  as 
possible  of  all  Department  offices  and  facilities 
maintaining  classified  material. 

Steuer- 

wald 

Continu 

ing 

3.  National  Agency  Checks  and  Inquiries. 

a.  Review  of  National  Agency  Checks  and  Inquiries 
referred  by  the  Civil  Service  Commission  on  new 
employees,  which  contain  reports  of  investigations 
or  Summaries  of  reports,  and  cases  involving 
sex  offenses  and/or  financial  dishonesty. 

Cornell 

Continu 

ing 

Supplemental  Sheet  OP-601 
Project  Plan  Data 


3.  b.  Referral  of  such  National  Agency  Checks  and 

Inquiries  to  Department  agencies  for  appropriate 

action,  including  removals  or  disciplinary  action 

where  necessary. 

4.  Security  Clearances 

a.  Access  to  Classified  Material. 

(1)  Serve  as  Department  Security  Officer  and 
Executive  Secretary  of  the  Department 
Security  Committee. 

(2)  Submit  appropriate  requests  to  the  Civil 
Service  Commission  for  investigations  under 
Executive  Order  10450  for  security  clearance 
cases.  Review  reports  of  investigation, 
analyze,  issue  security  clearance;  discuss 
with  agency  officials  where  necessary.  Submit 
adverse  cases  to  the  Department  Security 
Committee.  Interview  employees.  Issue 
certificates  to  occupy  sensitive  positions. 
Maintain  records  of  sensitive  positions  and 
all  security  clearances  issued. 

(3)  Review  supplemental  reports  of  investigation 
concerning  employees  who  have  been  processed 
under  Executive  Order  10450  to  determine 
necessary  action  or  advice  to  Department 
officials. 

(4)  Continuing  review  of  investigative  files  of 
employees  to  determine  adequacy  of  security 
file  based  on  standards  of  Executive  Order 
10450.  Request  agencies  to  submit  current 
security  forms  in  order  to  forward  to  the 
Civil  Service  Commission  for  full  field 
investigation. 


Assigned  ; larger  Progress  as  of 
To  ; Date  ; 12/31 


Cornell 


Francis 


Continu 
ing 


Contim 
ing 


Progress  as  of 

6/30 


Cornell 

Anderson 


Service 

Unit 

Anderson 


Anderson 


Continu- 


ing 
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Assigned 

To 

; Target 

Date 

Progress  as  of 

; 12/31 

hnogress  as  of 
6/30 

10.  Project 

Plan  Data 

. 

4.  b. 

Foreign  Travel /International  Conferences. 

Process  necessary  checks  to  issue  security 
clearance  for  individuals  (employees  and 
non-employees)  to  perform  official  foreign 
travel  for  the  Department  and/or  to  attend 
International  Conferences.  Where  required 
issue  certification  to  State  Department  for 
such  travelers. 

Francis  6e 
Cornell 

Continu- 

ing 

i 

c . 

Agricultural  Advisory  Committees. 

Clearance  of  candidates  for  appointment  to  these 
Committees  established  by  the  Secretary.  Noti- 
fication to  appropriate  Department  officials  by 
telephone  and  memorandum  that  this  office  has  no 
objection  to  proposed  appointments  or  notice 
re  adverse  information  disclosed  in  order  that 
determination  may  be  made  concerning  proposed 
appointment . 

Francis  6e 
Newhall 

Continu 

ing 

d. 

Government  Employees  Training  Act. 

Clearance  must  be  given  by  this  Division  for  all 
individuals  who  are  to  provide  training  or  who 
will  serve  as  instructors. 

Steuer- 
wald  6e 
Newhall 

Continu 

ing 

■ 

(1)  Name  check  of  Security  Index  of  the  Civil 
Service  Commission. 

(2)  Notice  to  agency  that  instructor  may  proceed 
with  training  or  if  record  is  not  clear, 
to  make  other  arrangements,  as  instructor 
may  not  be  paid  unless  clearance  is 
processed. 
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1C  Project  Plan  Data 


e.  Foreign  Visitor  Clearance  Program 

(1)  Maintain  liaison  with  FBI,  CIA,  State 
Department,  FAS  and  ARS  on  all  foreign 
visitors  to  keep  them  informed  concerning 
data  on  such  visitors,  itineraries  and 
changes,  proposed  visits  to  Agricultural 
installations;  and  clear  technical 
leaders  who  will  escort  such  visitors 
throughout  the  United  States. 

A.  Discussions  are  being  held  to  arrive 
at  workable  procedure  for  clearance 
of  such  visitors  under  Public  Law  480. 

f.  Liaison  Activities 

(1)  Maintain  liaison  contact  with  CSC,  FBI  and 
other  Government  investigative  agencies  on 
security  matters.  Serve  as  coordinating 
point  with  intelligence  activities  of 
Government  and  constitutent  agencies  of 
the  Department. 

(2)  Coordination  of  intelligence  activities  in 
matters  concerning  this  Department  with 
CIA,  FBI,  State  Department  and  Department 
of  Defense  activities.  (Individual  cases 
classified;  cannot  discuss  here.) 

(3)  Keep  the  Secretary  and  staff  personally 
advised  of  these  activities. 


Assigned 

To 


Francis  & 
Anderson 


Francis  & 

Steuer- 

wald 


Francis  6e 
Steuer- 
wald 


Francis 
Steuer- 
wald 


Target ■ 

Date  : 


Progress  as  of 
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Supplemental  Sheet  OP-601 
10.  Project  Plan  Data 


: Assigned 

Target 

Progress  as  of 

: Progress  as  of 

: To 

Date  ; 

12/31 

: 6/30 

5.  Regulations 


: 

: 


a.  Appropriate  regulations  to  be  issued  for  Title 
8 AR  to  cover  personnel  actions  during  national 
disaster  situation  with  respect  to  security 
proceduJes  during  such  a period. 
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OP-1  U,  So  DEPARTMENT  OP  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 

MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 

1,  Classification 

Noo  5 : Category:  Personnel  Management 

2,  Date  of  Report  :3o  Project  No. 

6/26/63  jop^  602 

4o  Project  Title 

Project  Objective: 

Suitability  for  Employment  - ’ Maintain  standards  of  suitability  for  Government  employment;  implement  the 
Chapter  13,  Title  8 AR  ' Civil  Service  Commission  standards. 


5.  Type  of  Report 

/ / Proposal  /X  / Initial  / / Interim  / / Implementation 

7.  Submitted  by: 

John  E.  Francis,  Chief,  Security  & Employee  Conduct  Div. 
11.  Cost  Data 


6.  Time  Schedule  (Dates) 


Initiation  iCompletion  of  Study:  Installation 

7/1/63  . 


8.  Approvedpfor  Agency^  (Signature) 

C.. 

9.  Title 


10. 


Director  of  Personnel 


Assigned 

To 

Target 

Date 

Progress  as  of  : 
12/31  : 

Project  Plan  Data 

Revision  of  regulations.  Chapter  13,  Title  8 AR. 

Arliss 

9/1/63 

Conformity  to  Civil  Service  Commission  standards. 

Arliss 

9/1/63 

Review  and  advice  on  agency  actions. 

Arliss 

9/1/63 

Sex  perversion  and  financial  dishonesty. 

Arliss 

9/1/63 

Flagged  records,  review  for  approval 

Arliss 

9/1/63 

Veterans  with  other  than  honorable  discharge 

Blaker 

9/1/63 

Persons  separated  from  prior  employment  for  misconduct 

Arliss 

9/1/63 

- 

Progress  as  of 
6/30 
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1.  Classification 


OP-1  U«  So  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


No. 


: Category; 


Personnel  Management 


2.  Date  of  Report 
June  26,  1963 


:3o  Project  No. 

;0P-  603 


4o  Proj ect' Title 

Conduct  and  Ethics  in 
Government  Employment 


Project  Objective.  Maintain  standards  of  conduct,  eliminate  conflict  of 
interest,  and  furnish  advice  to  agencies  on  such  matters. 


5.  Type  of  Report 

/ -/  Proposal  / ^/  Initial  / / Interim  / / Implementation 


6,  Time  Schedule  (Dates) 


Initiation 

7/iA3 


;Completion  of  Study:  Installation 


7.  Submitted  by: 

John  E.  Francis,  Chief,  Security  & Employee  Conduct  Div. 


8.  Appro3^d  for  Agency  (Signature) 


11.  Cost  Data 

9.  Title 

Director 

of  Personnel 

Assigned 

Target 

Progress  as  of 

Progress  as  of 

To 

Date 

12/31 

6/30 

10,  Project  Plan  Data 

Personnel  memorandums  on  gifts,  conflicts  of  interest 

Arliss 

8/1/63 

Develop  instructions  re  advisers  and  consultants. 

Arliss 

Continu 

ing 

- 

Develop  instructions  for  completion  of  Pecuniary  Interest 

Arliss 

Continu 

- 

Statement . 

ing 

Evaluation  and  advice  on  agency  referrals  of  questions  on 

Arliss 

Continu 

- 

conflict  of  interest,  outside  employment. 

ing 

Follow  up  and  audit  agency  action  on  Office  of  the  Inspector 

Arliss 

Continu 

- 

General's  reports  of  employee  misconduct. 

ing 

A.  . ^rT. ■.-■«■  ^ ‘"lil'^  ■ ^ 


Sibis*^  t 


i ',  >':  e ^ ■ -* 


- - , * 


■^vrut'  * C'  •■ 


.«  ■,'  ■^.C.. 

■'  ■:<  ,•“■  ■■$  »?&•■/'“ 


• ■‘.TliVf'' 

<^y^y  ~ ■«>in*Mi‘!^,{ik 

L*  ' ' ‘ - IvvA 

».  '■•;»•.'  ''*J  "t  fiJl  ' ’ ■>i> 


'••  'Tr;  ■ tt,J 

9 t * .' 


..'■'  A - ■ ■ ".  f 

■■  ■ ' . 'i^r  ^1  »■  **^**11^  . ''-  ■■  2 ■■  '■.^'^-^  '■ 


' ®^;' ‘AuS''’.' 


-.r 


.4:  =* 


.,j\  , . ;y  1*1/ 

’jW'  , ■'•'  ■ 

> ..**  J i i‘'-<'^-  f/ tfH  .i- 


OP-1  U.  So  DEPARTMENT  OF  AGRICULTURE 

5-63  Office  of  Personnel 

PROJECTED  WORK  PLANS  and 
MANAGEMENT  IMPROVEMENT  PROJECT  REPORT 


4,.  Project  Title 


Project  Objective: 


1.  Classification 

Noo 5 : Category: Personnel  Management 

2o  Date  of  Report  :3o  Project  No, 

June  26,  1963  :0P-  604 


Political  Activity 


Apply  Hatch  Act  and  uniform  Department  policy 


5.  Type  of  Report 

6.  Time  Schedule  (Dates) 

/ / Proposal  /X/  Initial  / / Interim  / / Implementation 

Initiation 

7/1/63 

:Completion  of  Study:  Installation 

7.  Submitted  by: 

John  E.  Francis,  Chief,  Security  & Employee 

8.  Appro}^  for  Agency  (Signature) 

11.  Cost  Data 

9.  Title 

Director 

of  Personnel 

Assigned 

To 

Target 

Date 

Progress  as  of 
12/31 

Progress  as  of 
6/30 

10.  Project  Plan  Data 

Holding  local  office  by  employees. 

Contributions . 

Arliss 

Continu- 

ing 

Chapter  57  - Title  8 AR  - Political  Activity 

Arliss 

Continu 

ing 

- 

Replies  to  Congressional  inquiries  about  Secretary's 
regulations  on  state  and  county  ASC  employees. 

Arliss 

Continu 

ing 

- 

' ::^0i 


